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In filing too 
there is a 
better way 


File 
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Rackte File \NDEX-CARD 
FILING CABINET 


Single and double for 3x5, 4x6 
and 5x8 standard cards. Olive 
green finish or genuine walnut. 


a wholly new and different METHOD 


GAIN American inventive genius has scored. 
A This time with a new, improved and wholly 
different way of filing. The minute you see 
ROCK-A-FILE you'll recognize its advantages. 
It gets clear away from the old-fashioned “fish- 
around, hunt-and-pull” drawer type of filing. 


The big difference is in how it operates—with 
ROCK-A-FILE, you reach easily and naturally 
from the side; and everything is always in perfect 
alignment and balance—what a joy! 

For full particulars, sizes and prices on ROCK- 
A-FILE equipment, ask your dealer. 


ROCKWELL: BARNES COMPANY 
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REPORT OF 
MATERIAL SHIPPED 
(AND PACKING LIST) 


ORDEF 


NAVALINSPECTION 
REPORT 


—— “CUT THE PAPER WORK... 


EXPEDITE THE JOB!" 


Me 
Pe 


ONE READY-MASTER FORM SAVES 24 THE WORK BY COMBINING IMPORTANT DATA 


As a result of a Navy simplification and speed-up 
plan, one form now does the work of three, combining 
the Inspection Sheets, Report of Material Shipped 
(and Packing Lists, too), and Invoices. In one plant 


alone 22,000 work hours a year will be saved. 


Whether you have Navy or other government con- 
tracts or private orders, this same time-saving method, 
or simple modifications of it, will cut your paper 


work and expedite production and delivery. 


Ready-Master eliminates separate typing of individual 


reports; combines them. Ready-Master duplicates 


COLUMBIA 


READY-MASTER 


_ DUPLICATES THE FORM AND THE FILL - ? 
; IN A SINGLE OPERATION ‘ 


copies without rewriting—faster, cheaper, more effi- 
ciently than by other processes—with simpler, less 


expensive duplicating equipment. 


Ask the Columbia office nearest you, or your Columbia 


dealer, to show you sample forms, to show you how 


you can apply Ready-Master to do the same job for 
you that it is doing in hundreds of widely varied 


businesses. 


COLUMBIA RIBBON & CARBON MFG. CO., Inc. 


Main Office and Factory: Glen Cove, L. L, N. Y. 

NEW YORK e@ KANSAS CITY,MO. e CHICAGO e _ DETROIT 

MILWAUKEE e@ MINNEAPOLIS e@ NASHVILLE @ PHILADELPHIA 

PITTSBURGH @ CINCINNATI (Harris-Moers Co.) @ PORTLAND, ORE. 
Also: London, England; Sydney, Australia 


When writing advertisers please mention Orrice Equirment Dicest 3 
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HELPS FOR THE BUYER 
OF DUPLICATOR-SUPPLIES 


Red Feather Dealer Window Display 


Here we bring to you a typical Red 
Feather Window Display of our prod- 
ucts ;—Stencils—white, yellow and blue, 
Correction Fluid, Type and Platen 
Cleaner, Red Feather Duplicator Inks 
and every other requisite for the up-to- 


date Duplicator Operator. 


Ask your local supplier for a copy of 


our new illustrated, descriptive catalog 


which suggests the economical way 
to purchase Duplicating supplies and 
gives the liberal quantity discounts. 
Don’t take our opinion of the Red 
Feather quality. Ask your dealer to 
give you samples and give them a 
thorough test. After all the proof of the 
product is in its use. We are anxious 


and willing to submit our case on that 
basis. 


WRITE TODAY FOR NEW DESCRIPTIVE CATALOG 
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Help save ———- and increase 


Cardineer ROTARY FILES 


Built on the wheel principle, Cardineer 


instantly brings any record to hand. Saves 

time—space—manpower. Four models 
holding from 1200 to 15000 cards per 
unit. Available for immediate delivery 


Flex- Séle visise BooKs 


For effortless record keeping. Filing, 
finding and posting are easier. Gives 
more information in less space. Accom: 

modates forms of all sizes. 


“Tna- Det 3-WAY VISIBLE RECORDS 


Offers important new features. The 3-way 

visible margins put vital information in 
full view. Handles card sizes from 3 x 5 
to 15 x 12 or larger. Available now in 


a variety of models to meet every need. 


Compact—portable—flexible! Faster oper- 

ation and easier accessibility, for more 
records. Adapted to all types of machine 
posted records and has many other uses. 


DIEBOLD INCORPORATED « Canton 2, Ohio 


DIEBOLD 


Systems to Fit the Routine 
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world’s finest carbon paper.” 


—WEARING QUALITY. But more important 


pensive . . . not a premium-priced carbon. 


carbon papers for every conceivable use—each product 
the result of the finest materials, skilled workmanship 
and constant research. 


RIBBON & CARBON CO. inc. 


Foremost Makers of Ribbons and Carbons for Every Use 


Mywayis the DAWN way—which is just another way of saying “I’m using the 


Sounds like a large claim but not when you look at DAWN’S points of superiority: 
FLEXIBILITY—PERMANENT CLEAR COPIES—EASY HANDLING—CLEAN ERASURES—SHARP IMPRESSIONS 


DAWN carbon will not curl 


Think what this means in saving time, waste and money. Yet DAWN is not ex- 


Old Town is the world’s foremost manufacturer of high quality inked ribbons and 


Outstanding products with unusual 
sales appeal make the Old Town 
Franchise the most valuable rib- 
bon, carbon and duplicating sup- 
ply agency in any city .. . write us. 


—— Attention—Dealers: — 


750 PACIFIC STREET, enn 8 1s dal 17 NEW YORK, N. Y. 
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“YOU'LL FIND THE PICK OF THE MARKET 
IN THE FIFTH AVENUE BUILDING” 


It’s easy to find the leading lines of stationery, 
greeting cards and playing cards in the New 
York market. Go right to The Fifth Avenue 
Building. There you'll find such a variety of 
fine merchandise that you may not have to 
look further. Every day, more and more alert 
buyers make The Fifth Avenue Building 
their FIRST- —-and often their only—stop. 


On your next visit to New York, come directly to 
The Fifth Avenue Building—you'll find the pick of the market! 


tess 
| 


me yy 


FIFTH AVENUE anata 


bam a “More than an office building” 
Broadway and Fifth Avenue at Madison ulead New York 


Buyers like the quick accessibility of the 
owner-managed Fifth Avenue Building, con- 
venient to railroad terminals and hotels by 
subway or bus. They also enjoy its Visitors’ 
Bureau (fully equipped offices free for their 
use); its 40-place Conference Room; the 
gymnasium, solarium and handball court; 


and its excellent restaurants. 
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A business-office ‘must” 
4 


When paper tears it cant be sewn, 

So what ig there to do ? 
Just patch it up with Texcel Tape - 
The message shows right through / 


When hanging things upon a wall 
For an opinion poll, 

Use Texcel Tape-it leaves no stain, 
No mark, no crack, no hole. 


On planes, on shells and other things 
That get so much abuse, 
Quick, tough and handy Texcel Tape 

Is widely put to use. 


ss te 


For Texcel is an improved tape 

Whose ‘stick-um’s bonded on; 
It wont come off, it wont dry out 

Before the judgment dawn. 


at : —_— ale 
| ight new all Texcel Tape thats made 
ite Is used for war-but when 


Your Bonds and Stamps bring Victory 
Youll have it back again / 


le xcel | a e CELLOPHANE TAPE — 
STICKS WITH A TOUCH 
Made by Industrial Tape Corporation A Division of Johnson & Johnson 
New Brunswick, N.J. . 


When writing advertisers please mention Orrice Equipment Dicest 
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The Name ona Chan 
What's Like StERUNG on Seluer 


DO/MORE 


Reg. U. S. Pat. Off. 


On EVERY DO/MORE Chair is the name DO/MORE. 
It means more than your money’s worth. You have done more 
than acquire a CHAIR; you have purchased the aid of men 
with uncanny skill in fitting chairs; — you have purchased the 
work of men expert in designing chairs that bring grateful re- 
lief to aching backs; you have received the benefits of our 20 
years specialized experience in helping seated workers to be free 
of the usual evils associated with sedentary employment. 


Not one, or even a dozen chair designs can accomplish what 
DO/MORE does every day — fit body types of all sizes and 
descriptions so perfectly that people enthusiastically exclaim: 
“My, what a difference!” 


The answer lies not only in the fact that we have perfected 
a wide range of adjustments permitting us to fit DO/MORE to 
every type of body, but also because of a carefully trained or- 
ganization capable of intelligently applying postural correction 
methods. 


gntlley L Send for FREE Folder 
Pi % "For Distinguished Service" 
$ % 
=e 


sy e 


DOMORE CHAIR COMPANY, INC. 
DEPT. 728 
ELKHART, INDIANA 
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(For today’s Fast Pace I use 
STYLEWRITER RIBBONS 


and MIDNIGHT CARBONS 


—— J 

2. by 4s OSE 
a. 4. ae 
PES 


lye Ft = 


eo ee 
TYLEWRITER’S extra length means 
fewer ribbon changes—a saving of 
time for the busy secretary. 

And Stylewriter’s fine weave means 
sharper impressions, easier-to-read 
carbon copies—a saving of time for the 
busy executive. 


The time-thrifty companion to Style- 
writer Ribbon is Midnight Carbon. 
Famous for making clean, sharp 
copies, Midnight Carbon is surpris- 
ingly easy to handle—never curls or 
wrinkles. It’s durable, too—it wears 
and wears and wears! 


THE CARTER’’ INK COMPANY 


Boston, Massachusetts 


Caron aud Ribbon Speeialits 


When writing advertisers please mention Orrice Equiement Dicest 
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SEATING DESIGNED FOR USE AT A WORKBENCH OR PRODUCTION MACHINE | 


FACTORY 


Steel 


SWIVEL 


Chairs 


ONLY 


HI AND LOW 
MODELS 


+ 
> 


WITH OR WITHOUT 
CUSHIONING 


— 
> 


ORDERS ACCEPTED 
on a 
“FIRST COME" 
“FIRST SERVED" 
BASIS 


— ~ 
+> 


NO PRIORITIES NEEDED 


WRITE FOR DESCRIPTIVE MATTER Od 
3 P, os L ure ¢ “9 
1205 CHARLOTTE ST. KANSAS CITY (6), MO. 
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PRAISE FROM CRITICAL é 
PEN DEALERS 
» “The Stratford Concuercr is beyond question this 
$1.25 pen that we have in our store” 
L. C, Sirecese, NG 
"Very good pea. The Strathord Conqueror readint TH E R j G KR TT 2 E 
coepted by our trade. Almost everyone wo showed ca 
te, liked the-new Staton and'plecedonident FOR BUSY ME ss 
H. B, Baltimore, Md.’ 


Check pon valies carefully, and you 
find soundereasens for selecting 
new,de pendableStrattordConquerer 
(Mode! 700. SP). Gracefully stree 
lined, its Silver Palladium Point: is 
iridiurs:tipped for speedy, effe 
writing. Popalar push-button: filler. 
Colors: Bieck,Dubonnet,AmberJade. 


@ "Wish to congratulsie you oe this achievement. 
‘The Stratford Conqueror is priced right and should 
the foremost seller in its Held.” 
LS, New York, N.Y. 
"The Stratford: Conquarer is the best we have. 
youn in its price clase.” 


EG) Meadville, Po. 


—_— 


SALZ BROTHERS, ENC. 
SALI BUILDING + Se WGST 20th STREET, NEW YORK TD, 


When writing advertisers please mention Orrice Equirwent Dicest 
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SPOT IT WITH eWlP-T0-SIz¢ 


INDEX TABS 


... they have all of the desired features of the best tabs 
made .. . and a plus feature of their own—they are 
never a fire hazard because they're non-explosive— 
can't flare up! 

SPEEDO TABS lead the way to speed in filing and 
locating records. 


3 EXTENSION SIZES 


a Wa : 
mag 72 : | 4’ One Line 
eee Y4/ 34’ Two Lines 
Y,,” Three Lines 


—_—— 


In 8 Colors, with BLANK and ALPHABETICAL INSERTS. 
STANDARD PACKING 


@ 1 foot (two 6G in. strips) ina 
transparent envelope. 


@ 5 feet, in a window box 


@ 25 feet, ina carton. 


NOW IS THE TIME TO ORDER 


SPEEDO Schoo! TABS 


Every student buys | , 
them . . . For subject \, 
clnsification in note- 
books . . . For stamp 
cassings, etc. 


SPEED IS THE ORDER OF THE DAY 


SPEED PRODUCTS 
COMPANY 


37-18 NORTHERN BOULEVARD 
LONG ISLAND CITY 1° NW. Y. 


Retails for 10¢ a CARD of 6 pieces, 6 colors. 
Packed in units of 3 dozen. 
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Accounting, too, must re-tool for peace . . . and accountants are going to apply the 
lessons learned in war-time production, They are going to scrap obsolete equip- 
ment, and demand new bookkeeping records and equipment that make the work 


easier. 


They are going to demand binders without protruding posts . . . binders that 
permit quick sheet changes . . . that lay flat when opened and present a secure 
writing surface. They are going to demand ruled forms in soft, harmonious 

colors, inviting to work on as well as easy on the eyes. They will want loose- 
leaf that simplifies, speeds up, and cuts bookkeeping costs — such as Kopi- 
Spot Pay Roll Checks and Records which permit four records to be made 


in one operation. 


MASTER-CRAFT has anticipated these demands, and will be ready with 
a 2-in-1 line including not only the “staples” but also the improved 


“Built Like a 
Skyscraper” 


loose-leaf specialties required by tomorrow’s industry. 


MASTER-CRAFT CORPORATION, Kalamazoo, Michigan 
Division of The Shaw-Walker Co. 


ly, 1944 


Index: Tabs 

Thong Binders- 
Visible Binders 
Figure Faets 
Commercial Forms» 
Columnar Forms 
Machine Bookkee)p i: < 


Rinder: 


System * 
Spot Pay hecks.. 

, oldin Tax a 
ems 

Security ~ stems 
fer Forms 


Binds: 
i Binders : 
nd Loose-Leaf Accountin« »¥ 1 
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When “Y and E” completes all 
its war contracts and is once 
more in a position to resume 
full seale production of files— 
you can be sure that we will 
carry on our 64 year pioneering 
record. Few people realize how 
much “Y and E” has contrib- 
uted to the development of 
files and filing (see below). 
Our future contributions will be 
equally important—and_ will 
improve office efficiency for 
users at a saving of time and 
money. 


WBBO—witnessed the start of 
Yawman & Erbe—in the manufacture 
of scientific precision instruments. 


1883—The young company be- 
gan the manufacture of “labor saving 
devices” for business offices. The first 
products were Shannon Arch Files. 


1884—“Y and E” now manufac- 
tured Shannon File Cabinets, Perfor- 
ators and Metal Interiors for Vaults 
in banks and court houses . . . the 
forerunner of steel filing and office 
equipment. 


1898 —The firm incorporated as 
Yawman & Erbe Manufacturing Co., 
with branch offices in major cities. 
Such new “Y and E” ideas as vertical 
filing of correspondence and other 
records were being widely accepted 
by business. 


1904—On February 3, the Frank- 
lin Institute of the Society of Penn- 
sylvania, awarded a medal and di- 


ploma to “Y¥ and E” for their devel- 


opment of the Rapid Roller 
Copier. 


Letter 


1903—“yY and E” patented the 
first metal roller suspension slide for 
wood filing cabinets. This revolution- 
ized vertical filing equipment and 
made filing and reference to files 
much easier. 


1914—The first Insulated Steel 
File was announced by “Y and E” 
and was known as the 5800 line. The 
file drawers had patented automatic 
drawer latches to prevent drawers 
from opening even if tipped over. 
This device is now standard equip- 
ment on most files. 


1919—‘Y and E” introduced their 
Steel Progressive Roller-Bearing Sus- 
pension Slide for all of their steel 
upright files. 


1932 —This year marked the an- 
nouncement of the new “Y and E” 
“Empire Line.” This complete line 
embodied beauty of design with 


sturdy construction. New “Cradle 
Type” drawer suspension assured 
quiet, easy operation. 


1941—December 7th, the “Y and 
E” Plant and over 1,000 employees, 
went all out for War Production— 
producing precision made parts for 
Radar Equipment, Signal Corps 
Equipment and Empire Grade furni- 
ture for the Navy’s fighting ships. 


194(?)—HISTORY WILL RE 
PEAT. “Y and E” Empire Line Steel 
Files will reappear, precision built, 
with the latest improvements and re- 
finements. Over 60 years of engineer- 
ing and manufacturing skill will be 
embodied in them. 


FOREMOST FOR MORE THAN SIXTY YEARS 


YAWMANAnNpD 


1045 JAY STREET °@ 
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when “that day” comes there will 
be available, that same, fine standardized line of steel files 
and desks which through the years, has won an outstand- 
ing reputation. Look ahead to Security. Send us your 
full name and address today, so that we may mail you 
timely releases. 


SECURITY STEEL EQUIPMENT CORPORATION - AVENEL, NJ. 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


July, ! 


s “> ee See Fi ee >) Faas ie hae ees a Lage i Se ee ae — eae See te | ene fe 
f ies ee Beis. ee Ps a. hia i 5 ey . 2 a. ol ee. ee see : Sie 
A Be A tc 7 ive eas Ss q ae ght | ites ae fee pein ioed| Jaa et Be ot a er eas 
; fete Se Rg > Mote” Poe eee 8 oS ae et - 
é ‘ Bein em ‘ ON OS ee re Tost) ieee aS genes). Sa 
‘ .- é Bi op a ey i Ying eh ae PMR: CE es ee Tate ‘eee 
ny - ee ee ee ae re a ee aes glam en a9 ge. eee te aa : 
iy a ee Sa ey hc a ee os eee re a yee ae 2 ae Sm Lis eh i Be ede ee ag 5 aan ed Beale he 
2 ; ‘2 ie Nees ae ae ears CA eee SRN Tc Moot Maia rk Sk eer eM as or : 
; ; ee J ‘ ‘ Pond 4 
: a. . 4 “ q 
; id SOE. Ste = .7 
‘ « : : ¥ é i ~ oq 
‘ee ’ me z Fs 
: - ba. oS d : ; ‘ 3 
—— 8 Hae ma) ne alas Ss aie, Stee f 3 ae ws 
‘iad See. gy 3). eee a eM ae ay “ Fg” ¥en x ee Pe ey eon 2. re 
& Pee” : s 7 del - oe gee oy & ee, ee aoe ieee) se eee oh “3 4 = Syed 
_~ bs ty ‘ ee + Ng oath . : A 
m4 i “3 me te od Fo ee a «pu gt My! F 
, ea i e i 4 : & a ieee E 
a ed a PaaS a 3 vee ’ a rs * * 
; ; i , a : Pe 4 P ee he - ” t 
— oy ee os ae hh nee -_ Rig 2 Si FF hn 4 Kx : 
a a ad 4 aot Sehgal ay pe kpeegaiy ose Pe ik 5 a eR te eee 4 ee) see . 
Me —  s ay eee At, Piss : : { 
e ee Rye ‘ 3 % ee te “e : 
2 . ‘ oe oa 7 i ties é Ba es . * = “i . 
vie Ae a ay : a a ; sae ive 
‘ Ff on ‘ : om ‘ ‘ % d igs ee 
we r i ar . . ne . 
: s Ska : Gh bay ct oe a : ‘ 
tea m, x i ie ad sf ue ¥: 
ot Best . oe rites ; X Aree 
: ee hie $4 ‘ fs ale a? 
ke ¢ Ee h: ar . b ASS ae Bee ee 2 
- ee Sn : Bee = 4 5 7 ekg 
i ae, ‘ bhp os ary ie 4 (es ; : ? : ie 5 5 
: ‘ is : + ai Sane yet ab sta ES Co a ere e ees i ee eo aed NS , 
.~ <i ; Mis fo ogo a a i Poh s eae ipa eee fee ee ge ER i 
“ ews a ; = ee + . “Na A i ia ry é - ee Ae ea i a 
= i ¥y i, * 4 ‘* +, 7 : m ; — ; 4 i 
a at Ps Sas ee Si . a he : ‘ aS. . os ey - f : 
a ee at cS ae ge SS 2 oe rr oe oe et oa ee Ee Lec. eS i. 
oe ee s ei. ie ia So aes a aR y pe bre See ‘Ae Ty vy . te / 
c a A ‘ ™ er; : ne toh " ra h S 
i < % ea 4 . Ae ie: ee mn . Be : 
Se is a a ee 3a x e eer ae 4 
‘ ee ‘et ae as ised ——s | oe es ey Pies a 
a * ae ay : rn is ee 7 as Yr 4 ‘ $ “. ¥ 
ee ho re * se . ie" 5B - z 2 ¥ ’ 4 
i waad y il Vase S i. ™ f “ 
‘e — ee io i, co oo ‘ Mg the 4 
cee c [Bo 7.< ee oc <j a Be i : 
i pve Phir pate Meee - PANS in : a 
oe a ie Bae, ‘ as: LS Saat Ct, on 
e beet ‘Se ; oid :: by a 
: Py Se = s Sa 
ne it es : ¥ Gd An <a 4 ee Ad 
he's 20 me ea > ee %. 2 
Cie “ oe ‘ > e r a 
ne ie Be er oe i | ow ; gene ty . 
ame ee : eA -_* . 
: - Be. , * PN H la ; ‘ ee | 
‘ — Te , -_ z vay : 
; r ¥ ee pak » E. Fw | sy 2 
| ees Sick Pe Cee : 
t - Eee A . 7 ? S| . eae ak z ; = 
) ee ae geaesy~ aah | | 
he *, eae | g3 Be ~ eine? ; ae 
ot iB, gee —— <a te be . 
eS pe i er, Elis e ati SNS, Sia es ‘i 
; us s ‘yt . te ie ® % a 4 4 
; oe Pi os es ¢ ¥ ; 
. % hye 2 3 4 if 
pe . ey) ’ a Bf Ss - 
if ee Oe ENR Pe, TROD fo Re Ee om | ame Oe, er 
3 ee ; rf . Be ess pe stadia me: zg =e Pes’ il 
us a: aie : : a 
J 7 5 
on ‘ 
: ; EEE a 
Eo : : 
|.) le, i eC EC is -. % cee a RS ee a Re iA ee ‘ 7a w “ ag Fh he 
ee yk 7 aoe is ae ee ee ae. ell ee 
ee Bi “il ae oe (fe oak. Big ik: 
= Pea ee me be a ST aa we, : eee ba ae oe Sana, ae ed ° 
i: eo ar ire, i Be al | ea Ee po ee ee ee 
Bettas "ae em Pe. ra ate ss Bes: Ae ig Gia re t,! E fies.) Sen oe Wi ae, ie: 
ee ee ve hg ee er ee be ae ee At: ee 
= he: te) a: See a i ee fa 2 ee bo 5 a, ee ee ak Sh 
é “Sh penta aries c ‘ eit a as aaa Jie es Eide a ae eee Pe. ‘ eo A eee % ¥ 
ee. ee ils en a le al oe: vas. eh a ae eee Hi a ec ee kes 


os 


Have you ever made a test to find the best ink 
for your office? 

Try it... you'll find there’s a world of dif- 
ference in inks. Some gum and clog, some 
fade easily, some will ruin pens and equipment. 

But you will find that Parker Quink pre- 
vents metal corrosionand rubber rot because it 
is the only ink containing pen-protecting solv-x. 

Solv-x actually stops pen troubles before 
they start! 

Quink with solv-x is America’s biggest selling 
ink—a brilliant, smooth-flowing, fast-drying 


Copr. 1944 by The Parker Pen Co, 


PARKER QU/NK 


po SS AND AAAs 


Parker Quink with Solv-x! 


ete SP 


Ome ouanr. 
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Permanent Blue -Black 
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writing fluid that is ideal for every office use. 

Quink won’t fade! Even after hundreds of 
hours in blazing sunlight, records written with 
Parker Quink stay clear and sharp. It resists 
water—it photographs perfectly! 

And it costs no more than ordinary inks! 
Give Quink a trial—see for yourself why it is 
“standard equipment” in so many big offices. 

Full range of colors; 7 permanent, 2 wash- 
able. At all good dealers and supply houses. 
The Parker Pen Company, Janesville, Wis- 
consin and Toronto, Canada. 


FREE: 


Attractive, colorful booklet 
that shows-all, tells-all about : 
Quink with solv-x. Filled with facts, photo- 


graphs, and testimonials . . . proof of Quink’s superi- 
ority. A handy selling aid you'll want to show your 
prospects! Write The Parker Pen Company, Dept. 
7, Janesville, Wisconsin . . . for your free copy today! 


the only ink corltining SUK 
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ESTABLISHED SUPREMACY 


Discriminating buyers desiring unexcelled 
work, have rightly regarded Eureka as the 
perfect ribbon for more than a third of a 
century. It combines high thread count, ex- 
ceptional durability, unusual tensile strength 
with great recuperative power and the su- 
perb writing qualities which produce sharp, 
clean, brilliant work, permanency and indeli- 


bility of write. Years of research, experience 


BY 


and painstaking skill have perfected and 
established the high quality and recognized 
superiority of Eureka ribbons and carbon 
paper. Today Eureka ribbons are especially 
recommended to all meticulous users who 
require an unsurpassed character of write 
and that extra nicety of work in letters so 
infrequently found, but so readily apparent 


to important customers. 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 


FINE CARBON PAPERS & INKED RIBBONS - PARK RIDGE, NEW JERSEY 
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ure, 
that’s what they all say! 


H™ MANY, MANY times have you been 
promised more sales, bigger profits, 
less headaches, with some other line of 
carbon paper? 


But your own experience taught you to 
discount superiority claims. Your judg- 
ment is based on results in your own 
territory—rightly so. And results in 
terms of new business, repeat business, 
and profits, are making Allied’s Rocket 
Carbon Paper a favorite with dealers 
everywhere. 


Backed by 37 years of skill and ex- 
perience in manufacturing quality carbon 
paper, Rocket is as modern as tomorrow. 
The economy of long wear, the satisfac- 
tion of perfect copies, make Rocket 
popular with every user. 


fet. 


‘ AL LIF 


CARBON PAPER 


~ 


Your Opportunity 
You can enjoy the benefits of this same 
acceptance in your market. Your cus- 
tomers — both old and new — will like 
the many extras built into Rocket Carbon 
Paper including Allied’s exclusive Non- 
Curl and Full Tab features. It’s a natural 
for your number one carbon line, insur- 
ing you sales volume and nice profits. 


Do It Now! 


Why not write today for full details. Let 
us tell you about Allied’s dealer guaran- 
tee, prompt shipments and personalized 
service. 


Allied manufactures a com- 
plete line of top quality, full 
profit carbon paper and rib- 
bons in every price range. 
Included are the famous 
Echo, Skipper, Comet, Pace- 
maker, Scottie, and Penci- 
luxe Brands. Each is the 
leader in its field. 


CARBON € RIBBON MFG. CORP 
165 DUANE STREET 
NEW YORK. N. Y. 
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‘A of GF filing supplies } 


O have and to hold friends . . . through 

rationing and restriction . . . the GF 
dealer carries a complete line of our filing 
supplies for service to his customers. 

Our filing supplies are designed and 
manufactured to rigid standards by skilled 
craftsmen. High grade paper stocks... 
tested weights and sizes . . . tabbing 
arrangements to meet every office require- 
ment... uniformity carefully maintained 
. . + proper packaging assured. These are 
things that did not “just happen’”’. 

The same thorough research, designing 
and manufacturing procedure that have 
characterized GF filing cabinets have served 
faithfully and well in the development and 
manufacture of our filing supply line. The 
counsel and assistance of factory trained 
experts is available for special problems. 


The General Fireproofing 
Company « Youngstown 1, Ohio 
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Victor will emerge trom the war with over four 
times the floor space and physical plant we had 
two and a half years ago. 


You'll get what you want ...a complete line 
of products—fast! Multiply your own peace- 
time facilities by four and you’ll get what we 
mean. 


Not only will we have over twice our previous 
personnel, but our people will be better craftsmen. 


The precision manufacturing methods and 
equipment that now produce the Norden 
Bombsight for the Army will be put to mak- 
ing products you can depend upon. 


Twice as many people, all better craftsmen, isa 
combination capable of producing not only 
more but better machines than we ever pro- 
duced in the past. 


Naturally, that brings up distribution plans. 
We will have a program ready. Watch Victor’s 
advertising for details of it and of our produc- 
tion of the Norden Bombsight for the Army. 


BeE.: 
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ODAY the products of All-Steel-Equip Company are 

going to the armed forces, but the day will come when 
we can resume peacetime production. We will again bring 
you the complete A-S-E line of better steel files and office 
cquipment. There are many good reasons why A-S-E files 
will again be preferred by users from coast to coast! It’s the 
quality line that you will want because . . . 


ME MEANS QUALITY 


A-S-E files are backed by more than 31 years Bie, 
of engineering skill and experience in the 


fabrication of filing equipment and other 
steel products. A-S-E will again offer the ~~ A 
best in features, the best in design, and the 
best in quality materials and workmanship. 


MEANS FINER 
FEATURES 


... Quality features that are usually found 
only on much higher priced filing equip- 
ment! Features such as the fine locking me- 
chanism . . . superior cabinet construction of 
tugged, heavy-weight steel attractively fin- 
ished with rich, mar-resistant baked enamel 
-+» glide-easy drawers that operate smoothly, 
almost effortlessly! Be sure to include A-S-E, 
Steel Files in your equipment plans for to- 
morrow! It’s the Quality Line! 


NA 
s 


ALL-STEEL-EQUIP Company, Inc. 


507 Kensington Avenue AURORA, ILLINOIS 
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BOORUM & PEASE STATIONER OFFERS YOU TODAY! 
COLUMNAR RULED PADS 


o DONE E TILL TOMORROW WHAT. YOUR 7 


® 
Here are item@ike fit’t ‘requirements oe 
of your record-keeping fleedss) Among” 
the most popular of the entire Boorum. 
& Pease line, they are made in all stand- 
ard rulings, from 2 to 30 columns, and 


keep them clean and’ protected. Soft 
‘harmonious fulings, with guide lines, 
promote ease and accuracy in posting. 


For over a Century, Boorum & Pease 


carried in buff and white ledger paper. COL- products have faithfully served American busi- ) 
UMNAR, ANALYSIS and ACCOUNTANT ness, fulfilling the largest and the smallest of | 
pads have strong, reinforced top covers which record-keeping requirements. | 


COLUMNAR PADS—ANALYSIS PADS—ACCOUNT PADS—LEGAL PADS 


Order Today from Your Boorum & Pease Request To See The Entire Boorum 
Stationer 


& Pease Line 


4 Way to xrEP 33" 


GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN 1, N. Y. 
BOSTON 10: 29 OTIS ST. * ST. LOUIS 2: 115 SO. 8TH ST. * CHICAGO 7: 538 S. WELLS ST. 
' NEW YORK CITY SALESROOM: 349 BROADWAY, NEW YORK, 13. 
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BARRIERS FOR YOUTH 


*% A MAIN REASON for the pre-eminence of the 
American office is the speed with which ability 
wins promotion therein. Because youth has never 
been a bar to advancement, because the test question 
is always “What can you do?” and not “How old 
are you?” the office draws to itself a constant stream 
of able and ambitious young people who look to 
office work as their career. With their ability and 
their ambition they bring other valuable qualities— 
the healthy scepticism, the fresh viewpoint, and the 
unfailing courage of youth. 

Why then did no one at the recent National Office 
Management Association Conference challenge the 
assumption of Dean John T. Madden of New York 
University, in his talk on “Education Leading to 
Certification,” that the proposed certificate as quali- 
fied office manager “shall not be awarded to one un- 
der twenty-five years of age.” 

In academic circles everywhere there is pathetic 
faith in measuring ability by age—all ten-year-olds 
should be learning this and not that, all twenty-year- 
olds should have advanced so far and no further. 
Progress through the educational mill is geared to 
the average—some fear to the mediocre. Promotion 
in school, degrees in college, are won by survival 
rather than by achievement. 

It would be sad to see this principle set up in the 
office, which has always sought to reduce rather than 
increase the number of barriers in the path of able 
youth. Let it not be the office that will tell the boy 
who is an army officer at twenty-one that he cannot 
be an office manager until he is twenty-five! 
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OFFICERS AND THE BOARD OF DIRECTORS of the National 
Office Management Association for the coming year are pictured 
here. Seated, left to right, are W. H. Evans, national secretary; 
C. V. McBroom, immediate past president; E. H. Conerroe, first 
vice-president; R. H. Stuebing, president; O. L. Jones, second vice- 
president, and H. D. Stillman and E. A. Ladd, directors. Standing 


right to left are H. A. Hopf, holder of the NOMA fellowship, 
W. E. Sprague, V. A. Brooks, C. H. Johnson, G. A. Beattie, D. G. 
Keiffer, C. A. French and John Rae, all of whom except Mr. Hopf 
are directors. R. P. Brecht, Myron Hilb, and O. J. McMunn, also 
directors, were absent when the picture was taken. In the hands 
of these men the NOMA program will develop. 


Office Managers Elect R. H. Stuebing 
At Twenty-Fifth Annual Conference 


By Lucy MacKenzie 


The twenty-fifth anniversary of the founding 
of the National Office Management Association 
was observed in New York City with the largest 
annual conference ever to be held by that organ- 
ization. Almost 1500 members of the group from 
most of the states and Canada attended idea- 
packed sessions from June 4th to June 7th in the 
Hotel New Yorker. 

Authorities from many fields discussed prob- 
lems of office management which had been selected 
by the members themselves through a poll con- 
ducted by J. S. Wiltse, Johns-Manville Corp., 
chairman of the technical program committee. 
More than 3000 questionnaires had been distrib- 
uted in order to determine the relative interest of 
the members in the problems of current and post- 
war office management. 

C. F. Hohwieler, Crown-Zellerbach Corp., New 
York, served as chairman of the national confer- 
ence committee, while L. A. Griffin, Johns-Man- 
ville Corp., served as chairman of the New York 
chapter conference committee. Proceedings of 
the convention were under the direction of C. V. 
McBroom, Meredith Publishing Co., Des Moines, 
Iowa, president, and W. H. Evans, secretary- 
treasurer of the organization. 

At the annual business meeting R. H. Stuebing, 
director of personnel, Union Central Life Insur- 
ance Co., Cincinnati, was elected president. Other 


officers for the coming year are E. H. Conarroe, 
Metropolitan Life Insurance Co., New York, first 
vice-president; O. L. Jones, Oklahoma Natural 
Gas Co., Tulsa, second vice-president, and W. H. 
Evans, re-elected secretary-treasurer. 

Directors of the organization are W. E. 
Sprague, Canadian Westinghouse Co., Ltd., Ham- 
ilton, Ontario; V. E. Brooks, Mountain Fuel Sup- 
ply Co., Salt Lake City, Utah; C. H. Johnson, 
Chesapeake & Potomac Telephone Co., Richmond, 
Va.; G. A. Beattie, Wofford Oil Co., Atlanta, Ga.; 
D. G. Keiffer, Air Reduction Sales Co., New Or- 
leans, La.; C. A. French, Detroit Creamery Co., 
Detroit, Mich.; John Rae, Bank of Montreal, 
Montreal, Quebec; R. P. Brecht, University of 
Pennsylvania, Philadelphia; Myron Hilb, W. A. 
Alexander & Co., Chicago, Ill.; O. J. MceMunn, 
Duquesne Light Co., Pittsburgh, Pa.; E. A. Ladd, 
Ohio Public Service Co., Cleveland; C. V. Mc- 
Broom, Meredith Publishing Co., Des Moines, 
Iowa, and H. D. Stillman, Nashua Gummed & 
Coated Paper Co., Nashua, N. H. 

The annual award of the NOMA fellowship 
went to A. A. Batt, president of the Carborundum 
Co., and the Leffingwell Medal was awarded to 
John Crawford of the Sun Life Insurance Co. 
The chapter trophy was awarded to the Detroit 
chapter. ; 

The conference took special notice of the place 
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of the returning service man in the office organ- 
ization and the group voted to cooperate fully in 
the job of post-war rehabilitation of war vet- 
erans. Plans of NOMA specify that each chapter 
shall cooperate in whatever plans of rehabilita- 
tion are advanced by the communities in which 
they are located and at the same time chapters 
will take a part in the national organization pro- 
gram. This plan, to be under the direction of the 
educational committee, will be to find out what 
jobs men can fill and what particular require- 
ments are necessary to properly fill those posi- 
tions. Courses of study will be devised and the 
national organization will cooperate fully with 
any government agencies designated to handle 
this problem. 

One of the featured speakers on the program 
was William L. Batt, vice chairman of the War 
Production Board, whose topic was “The Nation’s 
Challenge to Management.” Mr. Batt pointed 
out that in the post-war period it will be impos- 
sible to maintain some current high-wage levels 
and he advocated that both labor and manage- 
ment should exhibit more statesmanship in labor 
policies. 

In discussing post-war labor attitudes Mr. Batt 
said that it was important for labor to recognize 
the impossibility of holding many of the high 
wage levels. 

Alvin Dodd, president of the American Man- 
agement Association, presented to the conference 
the idea that the title of office manager should 
indicate a position for which men are trained and 
are qualified by a definite set of requisites. 


In his talk “Education Leading to Certifieg. 
tion” John T. Madden, dean of the School of Com. 
merce, New York University, further developed 
the idea advanced by Mr. Dodd. 

“Job Evaluation—A Tool of Management” wags 
the subject of the talk given by C. J. Uhlir, direc. 
tor of industrial relations, National Metal Trades 
Association, Chicago, in which he emphasized 
the point that a long-range wage and salary policy 
is essential for good industrial relations both now 
and after the war. Pressure groups who seek to 
unbalance the basic structure of the company’s 
salary policy must be held in line if such a policy 
is to be maintained, he said. 

Joseph M. Herrmann, superintendent of per- 
sonnel, the Peoples Gas, Light & Coke Co., Chi- 
cago, told the office managers that the white- 
collar worker has suffered a serious wound not 
only in his status and in his pride but in his 
pocketbook and if these conditions persist there 
probably will be a rapidly accelerated organiza- 
tion of white-collar people in the future. 

In discussing “Merit Rating in Office Compen- 
sation,” G. D. Wood, assistant secretary of the 
Provident Mutual Life Insurance Co. of Phila- 
delphia, emphasized the value of a merit rating 
system in lay-offs, transfers, promotions, refer- 
ences, and employee training. 

Panel discussions by members from several of 
the organizations were highlights of the sessions. 
Members of the Buffalo and Hamilton chapters 
participated in the discussion of “Critical Labor 
Area Problems,” and “War-Time Payroll Prob- 

(Turn to page 46) 


In session at National Office Management Association's biggest annual conference. 
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Conserving Critical Materials 


Supervisor of Accounting, Credit Manager, Latrobe Electric Steel Co., Latrobe, Pa. 
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Fitting desks to the specific work needs of each user is vitally important 
in any office conservation program. 


By David A. Allison 


An address delivered at June National Office Management Association Conference 


% THE CURTAILMENT of production and increased demand for office 
equipment and supplies has brought to the immediate attention of every 
office executive the actual difficulty in obtaining these critical items. I say 
every office executive for the reason that all mills and factories in produc- 
tion for the past two years have been on war work to some extent, and 
realize the increased expansion that has been necessary. This sudden ex- 
pansion brought into our office increasing numbers of employees to accu- 
mulate the information that is required by government agencies, as well 
as for our company interests. 

Desks and desk space were the first requirements for these people, and 
the rearrangement of desks to conserve space and yet have room for ad- 
ditional desks meant “moving day.” In any change necessary, we must 
keep in mind the importance of having a desk suitable for the particular 
work to be done—consider size, drawer space, and finish. Sometimes a 
small desk unit to replace the check shelf on posting machine stands is a 
sufficient additional work space for an employee. 

Shelves over radiators along windows have been placed so ledgers may 
be stored temporarily and allow desk space for actual work. This some- 
times prevents clogged aisles and congested floor space. 

If you believe a table will suffice instead of a desk, buy a table, or have 
one made in your carpenter shop. The employee at the table, by having a 
drawer for his individual use in his fellow worker’s desk next to him, is, 
as a rule, satisfactorily served. 

Here is an example of what a company did whose expansion through 
war production was increased to the extent that its office would not hold 

(Turn to page 36) 
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Office Scenes 
at Crosley 
Corporation 


An interesting corner of one of the 
attractively furnished executive offices 
at the headquarters of the Crosley Corp., 
Cincinnati, Ohio. 


Where important matters can be dis- 
cussed in an atmosphere conducive to 
deliberation. One of the conference 
rooms at the Crosley main office. 


A corner of the general offices at the 
Crosley Corp. which shows particularly 
the arrangement of individual offices 
along the walls. 
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In the Offices 
of Warner 
& Swasey Co. 


The Purchasing Department of Warner & 
Swasey Co., Cleveland, Ohio, handles 
the procurement of material for record 
war-time production job. 


Paes 


Modern office equipment enables office 
crews to work day and night in Order 
ace Department handling machine tool orders 
from war industries. 


s¥ 


+ the In spacious, air-conditioned drafting 
ularly rooms, fluorescent lighting and modern 
ffices drafting equipment aid engineers and de- 
signers in creation of war-time products. 
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LEFT: Shipping order form complete. RIGHT: Form broken down to show ten individual parts making up complete form. 


New Form Eliminates Back-Ordering 


W. H. Hansen, assistant 
treasurer of Landers, Frary 
&-Clark, New Britain, Conn., 
was awarded first prize in the 
Systems Display and Contest 
of the National Office Manage- 
ment Association at its annual 
conference in New York in 
June. The winning entry was 
a unique Unit Ticket Ship- 
ping order form, now in use 
at Landers, Frary & Clark, which eliminates the 
procedure of back-ordering. 

The form and the system in which it is used 
enables the shipper to ship a portion of an order 
and at the same time retain shipping papers so 
that he may ship the balance of the order when 
the merchandise becomes available, thus auto- 
matically doing away with back-ordering. 

The form itself consists of a three-part order 
form consisting of an office copy, a salesman’s 
copy, and a statistical copy, plus a seven-part sec- 
tion to be used by the shipping department. 

“We have used the continuous form snap-out 


W. H. Hansen 
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principle in having this form produced, the first 
three copies being provided with continuous car- 
bon whereas the seven-part unit ticket incor- 
porates strip carbon,” says Mr. Hansen. “After 
the order has been entered, the form is separated 
as follows: 

“The top three sheets are torn off, carbon and 
all, and by one snap the carbon may be removed 
from this portion, separating this section into 
three separate sheets. A single snap of the wrist 
removes the strip carbon from all parts of the 
shipping section of the form, leaving the seven- 
part form intact. In the event that it is desirable 
to layout or ship any item on the order, the unit 
including this item is easily removed by virtue of 
perforations at the top of the shipping order. 

“Many analysis problems can easily be solved 
by adopting the same principle which we have 
applied to the shipping order form. For instance, 
by providing a unit ticket form as a copy of the 
check voucher, an analysis of purchases may be 
procured. It is also possible to create an analysis 
of sales by providing a unit ticket form as the 

(Turn to page 42) 
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HOW UNIT TICKET SHIPPING 
FORM OPERATES 


1. Separating the first part of the order from the unit ticket 
section of the form. 


2. Removing carbon from the first section of the order form. 


3. Parts of the first section of the order form, fanned, so as to 
reveal the office, salesman and statistical copies. 


4. Unit ticket section of the order form before removing strip 
carbon. 


. an strip carbon from unit ticket section of shipping 
order. 


6. Unit ticket section of order form with strip carbon removed. 


7. Ilustrating how a single section of the unit ticket may be 
removed. 


ie a a Te Pe Me ge, ee 7 eee oe ae ae : ad 
ee ae Ea ‘ Bee StS ~ la £4 me aie ee 2 ‘ ar Sie 2 a. a : Es 
fy : ba ee oe ; : ‘ii <a aes ‘ = : a ie" . te fae ae is e * : 
= ns a . ” 3 — ; 
a. . -— 2 = o 
ay. : — a — cs 
CS % af F Cae Fee te = . i 
. Ee i 2 ae a - 2 uaa 7 ‘ He 
4 : + 54 a i ; : ._ - Sa | J) + ee BY > 4 : a - & E: ‘ ; 
a ‘ . & ae i = ¥ ae _ -. i: _ 
7 en pe me 2 fe i= ra i, zs ; 
; a ag ~~ - oh ae i ak , - i ba 
a -_ «> “ee .. oo - ae oe 
.* >. Fie - ~. _ aa 
oe j ray —-" ¢ 
; is 7 ; ~ tne ete Oe - E 
‘ ; = ORIGINAL Shipping Ovde reew no a . 
: A q sar een : 
es a Fo are ase —_s _- oe 
, , nee sain - 
ey 4 ; q & in ise r 
a Ue — = 
; (iis -— = vs. Beige 
f; sles - ' - \tee | 
: aoe Teas bs Fd cel. | | 
; Di a an pel Sees, i | |: } : 
i 4 aa 7 Ph. 
, BEE EO ae — - 
Pais s 3 Fa + f 493 he ryae 
: - ‘ j “S93 Bas Ue canto | eRe OS 
i few : / 
“Attn copy. aa 2 | at . 
Tg Pham : => ie FF oe 
snore i ~ i eee n ss i 
- : ‘i Br ot : :* f : > 
= |= Z 2 a a 
= i S ~ — “aa a 
Soe ‘GS ~ - ee lies : sal Pe a 
; P SY ~ aa ; ( 7 ema iso ee 
Fee eee i> a > a : 
\ { Mae ~ am , 
\ Z i - ~~ a Z “ey 1 
| gene > == ; : 
| : ‘ J ZL y i a. ae: : : ee , . te ‘ fy s ; ‘ 
car- as ; / ‘ se ee Ce he ae, " ' 
cor - / / / / = « — | — =) 6G en 
- J J / / : e aie io ae ja ‘ : - 
fter i : / f / rds j pear cP *. ee s, ' a. ; 
_ ~ ‘ye ae J — ie Ee 7. a 7 é =* % |. 
‘ae. m3 ¥ Re, a fess 43 j : te aan 4° 4 y : ee § 
and io nn ek / — 3 —- ey es 
: :  - ™ — eee ‘ en J a 
weil or iad 7 ; = = = L Fon Sige 4 ikea ae Me 
aa | es a c), 
rist oe : . - 
ee ee ~<a : 
Sein : 
the et ee Sites Cay ee ee : i sai 
ois Sa ae ee 
able = ad 
anit oa Peers | a 
e of fe wiED ee 
pies  ——aa i ee | 
lave | - a me ot is ha ri. ete 
the Se i ; 
be |. eres ’ H ee 
‘ : 4 | 
deen | 2 ee 
the J i> ‘Pie f | 
ee : —_——_  —_ — I ; a : / 
i944 | tly, 1944 OFFICE EQUIPMENT DIGEST—For Purchasi am 
—For Purchasing Agents, Controllers, Office Managers 35 
; et Soegn a re = Bs ee ad: es eh: aN RC eS ee ee ee an oon 7 : eg 
Le, 5 Bor OS re ee ee ae or ae, ee. ¥ ‘ 
Se ae ¥ s a ey | a one + cata a oe Bile lies 22 aoe eee a 
eit os = a te. pe Se oe ee : : 


Conserving Critical Materials 


(From page 31) 
another desk and where, furthermore, the em- 
ployees were crowded and could not work advan- 


tageously. In this department there were sixty 
desks, each 52 x 30 inches. The best arrangement 
for working conditions was to have two desks 
placed back-to-back, with the necessary books and 
accessories in the center of the two desks. The 
two-desk measurement was 52 x 60 inches. The 
books occupied 14 inches of width and a space 6 
inches wide on each desk in front of the books was 
not utilized. This left, therefore, an actual work- 
ing surface of 52 x 34 inches. A thought of the 
supervisor was to build a substantial shelf 18 
inches wide attached with brackets to the back of 
one desk. You now have a top surface of 52 x 48 
inches, less 14 inches width for the books, or a 
working surface of 52 x 34 inches. Each em- 
ployee previously had a working surface of 52 x 
17 inches, and so he has yet—but you have con- 
served one desk, and a floor space of 52 x 12 
a or a total departmental saving of 30 desks 
in all. 

You may say this would not be adaptable to 
your office but today we are conscious of short- 
ages due to restricted production and must do 
such things as this. 

We must also not overlook the fact that the 
chair is an important part of this new working 
program. Size, structure, shape, and adjusta- 
bility should be the main factors considered. Re- 


member, you must satisfy the employee to the ex. 
tent of making him comfortable if you expect to 
reap the utmost benefits from the individual. 

File cabinets have been restricted to current 
correspondence and other letters and literature 
have been transferred to wooden boxes. We have 
centralized our filing system and have important 
documents, folders, and papers cross-indexed. A 
stenographer, with one assistant, has been made 
responsible for this system, and I might say we 
are well pleased with the smooth operation and 
the promptness of these persons in obtaining any 
papers at our request. 

In regard to conservation of office machines, the 
methods or procedure are close relatives, for un- 
less the latter are simplified to the highest degree 
of efficiency and yet give the information as de- 
sired by those interested, the necessity and use of 
office machines can be superfluous. The misappre- 
hension or the superficiality of the individual des- 
ignated to determine the requirements of the job 
to be done is often the cause of idle and unneces- 
sary equipment. If the proposed job is analyzed 
by some trained, responsible employee who is fa- 
miliar with the details of a comparable job and 
its requirements, his recommendation will many 
times divulge a drastic change in the type and 
quantity of equipment necessary. His analysis 
may show that a machine now in use on the com- 
parable job will do a part of the work involved 
for the new job, if the schedule of machine opera- 


(Turn to page 40) 


NEW SORTER AND COLLATOR 


Walter J. Morrison, young engineer at Prudential Life Insurance Co., of America, Newark, N. J., 
conceived the idea for this new type of office sorter and collator, shown by Prudential at the 
Systems Display at the recent NOMA Conference. The fixed model is simply a rectangular base 
with a spirally coiled spring set in a very shallow groove cut lengthwise and midway of its upper 


surface. 


In the rotary model the groove and spring describe a circle. Other models in process 


will have two parallel or concentric springs to accomodate wider cards; larger springs for longer 
cards; and tension screws to adjust the space between coils to any thickness of card. 

Cardboard charts indexed for numerical, alphabetical, geographical and other sorting classsifi- 
cations are in preparation; those for the fixed model being suitably slotted to fit over the linear 
spring, and those for the rotary model being cut in the form of a collar to fit around the 
circular spring. 
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This device has more than doubled the serting rate. 


Home-made Device Steps Up 
Rate of Sorting 


% WITH the old more or less haphazard method of sorting visible record 
strips into alphabetical order, twelve per minute was considered good, 
Standard Register Co., Dayton, Ohio, found. When the new fixture illus- 
trated above, a home-made device, was installed in the company’s office, 
sorting doubled in quantity at once, and as the person doing the sorting 
learned the position of the létter-channel, the rate of twenty-four strips a 
minute was even exceeded. ‘ 

This useful visible record strip sorter aroused a great deal df attention 
at the Systems Display held in connection with the recent conference of 
the National Office Management Association. 

Roughly, the sorter is not quite semi-circular in arc. In consists of two 
halves hinged at the middle so it can be folded in half and easily stored 
when not in actual use. The width at the middle is 1914 inches. Across 
the sorter from one end to the other of the arc, the distance is 521% inches. 
The metal dividers between letter-channels are fixed. Nearest the person 
sorting, they are 7 inch high off the wood surface. At the farthest end 
they are 114 inches high. There is a channel for each letter of the alphabet 
except X, Y and Z. Only one channel is needed for these three letters. 

“Please make it plain that this sorter is not a product of our company,” 
Standard Register Co. asks OFFICE EQUIPMENT DIGEST. ‘“We are produc- 
ers of record systems of control which simplify paperwork, just as this 
device simplifies the work of sorting visible record strips.” 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


VW 


eee Sree a= - Paes eee tee aie ee a a - end  e WS ere ee ee = 
- : we ee - 4 : sg > a ae Po Pa: - ry ne ae | 
; OX . ip 
“" ss oe ae — ’ , | a 7 
rent  — oa qe, 17 = : 
ar _ J ae | 
| (i ee | 
“a 4 ae —-. we 1 
ee. a a CU CU 
Seen “sol aa Zz : Ca . al ; 
e .;E: & IF = Ga | 
lade a — at "9 y —— . 
mee ¥ et i: he , 
, ae ues & 7 4 gy Ve Be 4, 
. ar 
and a » Y ay ae ee 
eS - a) =. ja | 
any SS os ay ie | Cee | 
— ee ee gee: . 
- ae. F aS ee | 
)pre- ad a i a ; ‘a ; ee f j a 3 i 
des- oe ign > i a 7 2 rs @ ‘ ° 
’ : 4 eit mi % A): = ae ‘i | ate 7 \ ‘ a Pie _ 
» job =~ ee , , 
— a ew ~ < = ie 
j aia ' 
ons 4 h. * - wild nN 
3 1a- : ’ | . 
and bis 
nany —oO 
and ; 
lysis 
com- " 
)Ived L 
era- oS 
a mt = | 
De cos ae a * = — SC mG ee es ee A =| ~~ un : Ns :; 
eo e i ee as . Y 


THE TRANS 


? G@leobel Press Me 


ORBAL MAP 
P fer One Werta 


— “fs teoveance Co. 
arte _ 


399930 2-157 65, 
(Ma Ate wo , 
we ast Kibo on 
Y cn mi oe 
"" CH/eneo iad — 
a Ie 
re es 


RIVERS fae “T 
rod t Yee ATE Oo” 
vr 1 here Nf Shove nue Nevns 4 


ay 


te» ~ “] 
. Rpires iy), Sane ; 
OWARD chee } 
ree 
a at My, 


ABOVE: 
PASSES, CERTIFICATES, AND CARDS THAT HAVE TO 


carried in every wallet can now be kept'under control with 
new insertable Aico pass case, product of G. J. Aigner Co,, 
South Jefferson St., Chicago. The case has four double { 
celluloid windows bound with plastic Circla binding in covers 
green Aico Tuf and the entire case can be inserted in most w 
The cases retail for 40 cents each. 


ABOVE: 


TRANSPARENT WORLD. This wall map, measur- 


LEFT: 
FINGERMARKS ON WHITE WOOD 


are simple to remove with the new p 


ing 40 x 26'/2 inches, printed in four colors on 
strong tag paper, is made on a new principle. The 
world is depicted as if the observer were able to 
look through the globe to the other side, thus 
making clear the relationship of the continents to 
one another and to the world as a whole. The 
map is the result of photographing a transparent 
globe in a number of different positions. Priced 
to retail at $1 each. Published by Global Press, 


Namel manufactured by the Windsor Wax 
Inc., Hoboken, N. J. It is a wax base c 
ready to use from the bottle, ready to r 
dirt without a trace or ring. It also preve 
yellowish tinge, according to the tests given 
by the manufacturer. Retail prices are 98 
for one quart and $3.25 for a gallon. 


Inc., 381 Fourth Ave., New York. 


ABOVE: 

MANY U. S. GOVERNMENT DEPARTMENTS 
have put Davidson Duplicators to use since the be- 
ginning of the war because they have found in 
one duplicator the combination of relief and offset 
features. When this duplicator is used, electro- 
types, rubber plates, or loose type can be used in 
the relief process and metal or paper plates in 
the offset. There are only two cylinders for the 
offset work, since the plate and impression cylin- 
ders are combined as segments of one large 
cylinder frame operating in conjunction with a. 
blanket cylinder. The size is 61 x 28/4 x 55% 
inches with the maximum sheet size for the duplica- 
tion work set at 10 x 14 inches. The standard pro- 
duction speed is 5400 sheets per hour. According 
to the manufacturer, any person of average 
mechanical intelligence can be trained to operate 
the machine. The duplicator is suggested for the 
reproduction of letterheads, pies tg invoices, 
statements, letters, price lists, time cards, house 
organs and other office jobs. The duplicator. is 
available at the Davidson Manufacturing Corp., 
1020 West Adams St., Chicago. 
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ABOVE: 


HANDSOME CALFSKIN TOOLED IN GOLD makes this desk 
memo pad. The cushioned leather is in a bright russet color. This 
product of the Wright Leather Specialty Co. is available from 
Direct Representatives, Inc., 230 Fifth Ave., New York |. 
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RIGHT: 

WITH IMPRESSIVE CEREMONIES, the 
Army-Navy “E" award was presented to the 
W. A. Sheaffer Pen Co., Fort Madison, lowa, 
on May !3th, witnessed by a crowd of about 
6,000 people. Kleve Kirby, master of cere- 
monies for the company's NBC radio pro- 
gram, Sheaffer's World Parade, introduced 
many high-ranking officers in the army and 
navy. C. R. Sheaffer, president, accepted 
the award, and Lt.-Com. George C. Nor- 
wood presented the "E" pins to the em- 
ployees. Token pins were given to seven 
employees. These were Emma Boyer, James 
Hetzer, Alice Klock, Clive Miller, Charles 
Sowers and Mary Ellen Wagner. Following 
the ceremonies, officers and out-of-town 
guests had a buffet dinner at the Casino 
Room of the Anthes Hotel, and other 
Sheaffer employees enjoyed refreshments 
and dancing at the Club House. 


RIGHT: 


TRANSPARENT AND WATER CLEAR are the new Bildup stack- 
ing posts for desk letter trays which are being marketed under the 
World-Wide trademark of Associated Stationers Supply Co., 269 
S. Jefferson St., Chicago. The design permits automatic compensa- 
tion for any inaccuracies in the construction or thickness of the wood 
trays with which the posts are used. 


BELOW: 

RESTRICTIONS ON PAPER BOARD MATERIALS inspired the 
research and engineering department of Diebold, Inc., to develop 
the new Fibre Stak files. The material is tough, smooth, hard sur- 
faced fibre board, not corrugated, which is exceptionally moisture 
resistent to assure convenient housing for correspondence, docu- 
ments, and card records. Files are shipped unassembled for con- 


BELOW: venient storage and all hardware is furnished. The files are avail- 
, . . able in letter, legal, check, tabulating card and other standard sizes. 
Fy nln = 7 F gpa Ag) mcf age Full infermation is available from Diebold, Inc., Canton 2, Ohio. 


this indestructible material. The photo retaining panels can 
be monogrammed. A photograph for an office desk will 
be shown to its best advantage in this setting from Fred 
Albert Squires, 200 Fifth Ave., New York. 
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Conserving Critical Materials 


(From page 36) 


tion can be rearranged. The rearrangement of the schedule 
may only eliminate the purchasing of one small adding 
machine, but some other company might just need such an 
adding machine. Therefore, you are saving the cost as well 
as conserving a machine. Furthermore, there may be a 
machine on a job that would be more adaptable for the new 
job, and the new machine with an extra feature could be 
better fitted to the older work. This, naturally, would have 
a tendency to speed up the information required. 

The training of personnel to operate machines efficiently 
has been a saving, sometimes difficult to measure, but very 
evident. 

Too, the flow of work must be scheduled to prevent idle 
machines, or it may be decided that a new machine is 
needed when all that is necessary is a revised schedule. 

More comprehensive figure analyses have become neces- 
sary, and will be more so after war production has de- 
creased in any one industry and the price field is not barred 
—as competition then will really begin. The cost of the 
product will have to be known quickly and accurately. 
Therefore, when purchasing a new machine do not consider 
only present requirements but think of your future needs, 
based on proposals of production management which may 
materialize within the next few months. 

The centralization of office departments has actually made 
machines available for use elsewhere within the office set- 
up and in several instances it has been found after this cen- 
tralization that some machines were not needed at all, and 
were available for outside distribution. 

Through research, we have found numerous ways of doing 
things better and quicker. We have studied the machine 
operations necessary and the movements of the employees, 
to determine idle time and lost motion. Comparing our 
normal business activity with war activity with respect to 
the various office machines in use before the war and now 
it is surprising to see what we have accomplished in com- 
parison. 


Simplification Methods Listed 


Of the many things we have done, I will mention only a 
few. 

1. Extended the use of adding machines to print weight 
and amount on punch cards in the same operation as adding 
accounts receivable invoices. Also, by installing a wide 
carriage and splitting the platen on another adding machine, 
peg-board strips can be created, resulting in the saving of 
having to post the totals by bookkeeping machine or hand 
post them in the ledger. 

2. When deductions from wages for the purchase of War 
Savings Bonds was requested, we knew an accurate record 
for each employee was necessary. After a little thought 
we decided the employee was a purchaser the same as one 
of our customers, and so we adapted the use of present 
bookkeeping equipment to post the credits and debits for the 
bond account. We have a ledger card for every employee 
and carry a control account for vertification. 

3. Our sales department became vitally interested dur- 
ing this war period as to the daily shipments in dollar value 
to each customer. This was of particular interest to them 
and we met the challenge by obtaining this information as a 
by-product of accounts receivable operation, thus eliminat- 
ing the necessity of performing an extra operation. Up-to- 
date figures are always available, and as they are required 
for statistical sales data monthly, they are closed out ac- 
cordingly and we start over again. 

Prior to the increased use of accounts receivable book- 
keeping equipment, we were sending a monthly statement 
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to every customer having a balance. This necessitated the 
typing of names and addresses on new statement forms be- 
fore posting for the new month. By having a sticker printed 
and attached to each statement for two monthly periods, 
requesting the customers to advise if they required or made 
use of the statement, we found that 90% of them were not 
wanted. A_ lot of machine and employee hours by typists 
and machine operators were saved by this survey. 

The use of present bookkeeping equipment, which here. 
tofore had been used only for accounts receivable, can be 
extended to post accounts payable distribution, work in 
process ledger, job order card, labor distribution, and ma- 
terial control ledger. 

5. Duplex calculating machines are used to save recapping 
and rehandling of figures for jobs that cannot be placed on 
other machines due to present volume. 

6. A more extensive use of duplicating machines has 
saved the use of typewriters where more copies are re- 
quired than can be produced at one typing. 

Consciousness of the present conditions, and consideration 
for other companies on war production should cause each 
and every one of us to put forth the effort necessary to get 
the most out of our present machine. 


Office Supplies Conserved 


With reference to general office supplies, many items have 
been conserved because they were not available. This con- 
servation was not of our own effort and therefore cannot be 
considered, except as to what we did for a substitute. 

Let us review the more common items: 

The rubber band situation has caused us to resort to string 
ties. If the document will be used frequently for a short 
period of time, we use the tie with a piece of heavy kraft 
paper, to which is attached a heavier paper button around 
which the other end of the string is wrapped. A document 
for permanent storage will be tied with twine in a bow knot 
for quick access. In many cases these ties are of more value 
than rubber bands as they do not deteriorate nor break so 
easily. 

Pre-war days found many employees disposing of bent 
paper clips. The file clerk, when periodically reviewing 
and destroying old documents, would not bother to remove 
the clips. Now, however, every employee is conscious of the 
shortage, and none of these clips are destroyed. Some large 
concerns have even salvaged clips by passing a steel magnet 
through waste paper. Staples are used only in exceptional 
instances, as paper clips serve the purpose until actual dis- 
tribution of papers is completed. 

Typewriter ribbon metal spools were returned upon rev 
ordering new ribbons, until some of the ribbons received 
were on heavy kraft spools which would not work effi- 
ciently sometimes runing a portion of the ribbon. We 
remedied this situation by rewinding the ribbon on the 
empty metal spool before operating the typewriter. 

Adding machine paper was saved by using an adding ma- 
chine which had a non-print key and a visible total dial. 
This is used frequently, and rechecking has not been neces- 
sary. 

Automatic pencils are in general use throughout the of- 
fice, carrying a definite hardness of lead for the type of 
work. For any special work by the individual, a wooden 
pencil is used to a length of 3 to 4 inches, and it is then 
given to foremen in the mill, which distributes them to em- 
ployees as needed. We have found the mill employee pre- 
fers the short wooden pencil to an automatic as the prob- 
ability of loss is not so great. 

As to carbon paper, a different make, weight, and size 
was always better than what we were using, according to 
some employees. Some would keep the paper in the box, 


(Turn to page 42) 
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li Manent roval BLU 


Desk Size with Large Built-In Top Well! 


Top Well keeps fingers clean! Eliminates all pen re- 
fueling messiness! Enables pen to use the /ast drop of 
Quick-Drying SKRIP. The bottle with the Top Well 


is a SKRIP exclusive! 


Stock Room Size Has Exclusive Pour-Out! 


Sheaffer's patented Spatter-Proof “‘Air- 


. Way” Pour-Out enables anyone to ; 
pour SKRIP into smaller desk-size con- aim ENTERS 
a. tainers without spilling! SKRIP flows BUILT ~ 1 


smoothly as the bottle is tipped—no 


gurgle—no spatter! 


SUCCESSOR TO Ey INK 


Best Suited Te Business 


u 


Give Quick-Drying SKRIP a try and watch it prove it- 
self the finest writing fluid you’ve ever used! You'll find 
your records clear and sharply written because SKRIP does 
not form blurring pen point “crust.” Those records will 
always be legible because Pemanent SKRIP is fade-resistant 
to heat, light, air—even boiling hot water! 


Protects pen life, too! Sediment-free SKRIP contains no 
“Pen poison”—no harsh acid solvents to eat and destroy 
rubber, metal and plastic pen parts. SKRIP makes all pens 
write better, last longer—stay out of the repair shop. Keeps 
pens clean by not allowing them to get dirty. Dries so 
fast no blotter is necessary! 


“Efficient and Economical” . . . that’s Quick-Drying Per- 
manent SKRIP—the writing fluid that meets every require- 
ment of modern business needs! 


SEPARATE PASSAGE. 
wy- Pass. wo spLaTreR! 


W. A. SHEAFFER PEN COMPANY, FORT MADISON, IOWA 


July, 1944 When writing advertisers please mention Orrice Equipment Dicest 
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guy quality 
RIBBONS - ROLL PAPER 
CARBON PAPER 


BURROUGHS DISCOUNT 
PURCHASE PLANS 


Se Burroughs’ intimate knowledge of busi- 
ib ness machines in action established the 
exacting specifications of quality which have 
always been characteristic of Burroughs supplies 
for business machines of all types and makes. 


These supplies are available to you under Bur- 
roughs Discount Purchase Plans at savings of 
10% to 40%. You enjoy the best in these fine 
supplies (and, incidentally, save storage space) 
because Burroughs delivers them fresh to you as 
you need them. 


For full details on Burroughs Discount Purchase 
Plans, telephone your local Burroughs office or write 
Burroughs Adding Machine Co., Detroit 32, Mich. 


SUPPLIES FOR BUSINESS MACHINES 


42 OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


Burroughs | 


| 
| 
| 
| 
| 


| papers for the balance of the order. It also does away with 


Conserving Critical Materials 


(From page 40) 
and because of using it and replacing it in the box so many 
times, it would become wrinkled, crumpled, and destroyed 
long before the expected service was received. After a test 
run ‘of various makes for the different jobs, a special en- 
velope was designed on which were instructions or a guide 
for the use of each kind of carbon paper that was authorized 
for purchase. When the employees needed a supply, they 
were given a limited quantity instead of a full box of the 
kind required for their specific job, and on the envelope was 
marked the kind, weight, finish, size, and commodity num- 
ber. To replenish the supply, all they needed to do was re- 
quest another supply of that particular commodity number, 
By standardizing on this item, and using the envelope sys- 
tem, a considerable saving of carbon paper was evident. 

Our method of typewriting payroll checks, earning cards, 
and statement of deductions at one time necessitated a proof 
sheet for balancing purposes. We did exactly that for two 
pay periods, and decided we were duplicating the balancing 
or proof, since the payroll was closed and balanced before 
writing ‘the checks. We disposed of the proof sheet and 
now run a total of earning cards each period for gross earn- 
ings, deductions, and net pay on a non-print machine, veri- 
fying the amounts shown on the earning cards, as well as a 
proof of the totals as shown on the payroll detail. 

We are using continuous form inter-office correspondence 
with what is called one-time carbon. By this method we 
are saving one sheet of paper, and are ultilizing the carbon 
paper until it is actually worn out. Also, with this type 
of correspondence, there is one less letter to be filed— 
thereby saving filing space. 

Speaking generally of all types of office supplies, we 
have been very conservative and cautious when ordering so 
as not to over-order. Before any supply item is actually 
ordered, it is thoroughly investigated to ascertain exactly 
what our needs will be. 

From out of all these changes, previously thought im- 
possible but practically forced upon us, we have been 
awakened to new and better ideas. I believe a large per- 
centage of these changes will remain in effect after normal 
times are with us again. 

But remember, America has not come to maximum ex- 
pansion or production. The post-war era will see drastic 
changes, from the highest type of equipment to the minor 
supply item, so as to produce the most accurate information 
in the shortest time. 

Competition will require us to meet this challenge, if we 
expect to survive. We must be open-minded, and yet be 
cautious in our planning now, so as to be able to have the 
latest equipment and not be extravagant in our purchases 
when normal business is again restored. 


Form Eliminates Back-Ordering 


(From page 34) 

statistical copy of invoices—in which case the unit tickets 
are merely torn apart, sorted by commodity or classification, 
and when each group is totaled complete analysis informa- 
tion becomes available. The same device may be utilized 
in the perpetuation of unit records, as practiced in cost of 
sales work.” 

Here is the manual of procedure which Landers, Frary & 
Clark employ to make clear the use of the form. 

“The Unit Ticket Shipping Order Form is designed in 
such a way as to make it possible for the shipper to lay out 
part of an order and still retain in his possession shipping 


the necessity of all back ordering except in such instances 
where the shipment of a single item is incomplete. 
(Turn to page 46) 
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No Tumble-NoMluss-No Fuss 


When your material is keyed with 


U-MAK-A INDEX TABS 


Mca. See SR 


oe ee 


Puts Facts At Your Fingertips 


No fuss, no fumble when a smooth follow-thru counts 

and time is important. That’s why so many sales 

portfolios, books and key references are indexed with 

U-MAK.-A Strip Index Tabs. They’re as easy to make 

as a snip of the scissors, thanks to exclusive self- 

measuring scale, and so inexpensive you'll put them : 
to dozens of time-saving uses. Available in three types Ly 


—strip, index and shield type—designed to meet ha 
every index requirement. At your G/W Dealer or / yy, 
write: The Globe-Wernicke Co., Cincinnati 12, Ohio. 


BUY WAR BONDS AND KEEP "EM 


obe -“Wernicke 


-U-MAK-A INDEX TABS — 
s for Modern Office Engin 
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Tempo offers the most complete line of stencils, with 


“We have been in the office machine or without film. Stencils to meet every operating re- 


and supply business for the past quirement and SATISFACTION GUARANTEED. 
12 years and find the Tempo line All stencils we make are sold only under our own 
one of the most salable lines we brand names. 

have ever handled." The Tempo line includes stencils, inks and other dupli- 


cating accessories. Free literature. 


(A TEXAS DEALER) 


WRITE TODAY FOR PRICE LIST AND CATALOG > 


MILO HARDING CO. 


436 WEST PICO BLVD., LOS ANGELES 
317 THIRD AVE., PITTSBURG 


MAKERS OF THE FAMOUS TEMPO FILM STENCIL 


CAN BE PURCHASED WITHOUT 
PRIORITY OR RATION CERTIFICATES 


Rebuilt 


DICTAPHONES 
EDIPHONES 


SINCE 1923 
QUALITY REBUILTS 
CLEARTONE CYLINDERS A stock of approximately |,000 machines, of 


Our economical, lined, smooth textured prod- : 
ssuiiaastiansdiadamementemmeds all models, to choose from. Obtain modern 


is the ideal cylinder for dictati rfection. i i ; . 
Compl ye es tags oe <n efficiency and voice clarity through the pur 
order. chase of our guaranteed rebuilts. 


AMERICAN DICTATING MACHINE, Co., Inc. 


235 FIFTH AVE., NEW YORK, N. Y. 


— 
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g-t-r-e“* 
your filing space 


with BARKLEY 
Plastic TAB INDEXES 


Because their only thickness is above the 
card level BARKLEY Plastic Tab Indexes 
add extra inches of available filing space. 
Today more than ever this saving in space 
and valuable equipment is most desirable. 
They also give the PLUS benefits of 
MAGNIFIED VISIBILITY and ANGLED 
VISION. 


*U. S. Reg. Pat. No. 2,248,355 


C. L. BARKLEY & CO. 


- ESTABLISHED 1921 : “ 
< cManufacturers 
517 S. JEFFERSON STREET . . . 


of Filing Saneilll 
CHICAGO 7, ILL. 
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THE HOME OF QUALITY PARK ENVELOPES 


FACTS ano FANCIES 


Did you notice the Treasury Department's 
advertisement for the 5th War Loan Drive 
titled, “Suppose there were no tomorrow—"? 
The copy which took first place in a nationwide 
editorial contest was written by a fifteen year 
old Philadelphia high school girl. Who said 
American youth doesn’t think? 


Everybody's saving paper: The 1945 issue of the 
World Almanac will carry no advertising; only 
8,000,000 instead of the usual 10,000,000 copies 
of Sears Roebuck's summer catalog were issued; 
phone companies are using new styles of setup and 
making changes to save space and paper (makes 
it easier to get wrong numbers, too.) 


Envelope buyers can give a little extra aid to 
the war effort by devoting some of the outside 
envelope space for a War Bond plug or appeal 
for Red Cross Blood Donors. 


Right now, of course, more people want Champion 
Clasp envelopes than there are envelopes—but even 
so, we want to remind you that the Champion 
Clasp is one of the best, toughest, clasp envelopes 
anybody ever stuffed with important papers, book- 
lets, catalogs, etc. There used to be 39 different 
sizes — now there are only 19 — but those are the 
important sizes. When your stock gets low, drop 
us a line. We might have to say “no” but we 
hope we can say “yes.” 


As a matter of fact, the same goes for any or 
all of the Quality Park line of quality envel- 
opes. We're doing our best to say “yes” to 
everybody on an equal basis. So don’t be 
bashful about asking—we won't be bashful 


about telling you frankly if you have to wait 
a bit. 


Remember, Quality Park Envelopes are sold through 


(From page 42) 


“Please observe that the shipping portion of the order 
form has been prepared in seven parts—one item only to 
be entered on each part. Each order identified in the lower 
left hand corner by letters ‘A’ through ‘G’. 

“It is part of the plan to number all orders as they are 
entered. This numbering scheme to incorporate a prefix 
indicating the month of entry—such as ‘A’ for January, ‘B’ 
for February, etc. The intent is to have this same number 
carry through and ultimately appear on the invoice. If 
the order is partially shipped, the corresponding invoice will 
incorporate the order number, as indicated above, adding 
the symbol letter appearing in the lower left hand corner 
of the unit involved. For instance, if during the month of 
January, the third item on an order was shipped and if the 
order was the 444th order entered during January, the 
number appearing on the invoice would be ‘A444C,’ 

“There is a space provided on each order to indicate the 
number of items entered. For instance, if an order con- 
sisting of five ifems is being entered, the notation ‘1 of 5’ will 
appear in the space provided. In this way, when orders 
are partially shipped, an individual possessing one of the 
unit sheets would know that this sheet was one section of 
a five part order. 

“The only change in the regular procedure of handling 
shipping orders is when an order is partially shipped and 
then after the papers have cleared the Traffic and Invoice 
Departments, it will be retained in the Order Control De- 
partment—not sent to the Main Files. When the order has 
been completely shipped the papers will be reassembled 
and transferred to the Main Files to be filed under the 
original date of the order rather than under the shipping 
date. 

“An elaborately indexed set of trays has been provided in 
the Order Control Department in order that partially shipped 
orders may be easily located.” 

The new form was manufactured for Landers, Fray & 
Clark by the American Sales Book Co., Niagara Falls, N. Y. 


Office Managers Conference 


(From page 30) 


lems” was the subject for a panel discussion by the Stam- 
ford chapter. 


One session of the conference was devoted to a description 
and explanation of various work simplification techniques- 
Those taking part included H. A. Finley, manager, home 
office surveys; E. M. Derby, supervisor, home office surveys, 
and N. H. Golding, manager, standardization bureau, all of 
the Metropolitan Life Insurance Co. K. B. Willett, vice- 
president, Hardward Mutual Casualty Co., Stevens Point, 
Wis., concluded the session with a description of his com- 
pany’s method of recording simplified procedures. 

Personnel relations and techniques were discussed at an- 
other of the sessions. L. C. Hart, vice-president, Johns- 
Manville Corp., New York, discussed “Human Relations in 
the Office;” Guy B. Arthur, Jr., personnel director, American 
Thread Co., New York, took as his topic, “Interviewing 
Techniques,” and E. D. Bartlett, director, office personnel, 
the Atlantic Refining Co., Philadelphia, took as his subject, 
“Improving Personnel Quality by Proper Selection.” 

Four speakers were scheduled for the session devoted to 
personnel problems of the transition period. Miss Frances 
Smith, personnel director, Murray Mfg. Co., Brooklyn, N. Y.. 
took as her topic, “The Future of Women in Office Work. 
T. M. Cox, Jr., assistant personnel director, Carrier Corp» 
Syracuse, N. Y., had as his subject “The Future of Training 
Programs;” E. A. Rule, office manager of the Ohio Farm 
Bureau, Columbus, Ohio, discussed “The Employment of 
Veterans and War Workers,” and R. N. Wallis, assistant 
treasurer, Dennison Mfg. Co., Framingham, Mass., discussed 
“Regaining a Cost Consciousness.” 
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Computing Devices 
$250A Com 


$376 Semi 


for 2 


Gra 


Pass Arm Protractor 
etermining Ground Speed 
ying off course in time intervals, etc, 
Instructions included for many other uses, 


$255A Circular Arm Protractor 
Graduated to full 360° 
2. Arm attached for straight edge ruling 


Circular Protractor 
duated in half degrees 
Permanent Printing 


$AD-500 Protractor Distance Scale _ 
Plotting Courses in Air Navigation 


Measuring distances on Regional & 
ectional Ma 


"structions included for many other uses 
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available upon request. 


PG.900 G & Proportional puter 
I. nan Air Speed bees, 


Finding Time of fight for any fuel con- 
sumption 

Finding True Heading 

Finding correction for wind 

Finding Double Drift 

inding Compass Heading 

- Instructions included for many other uses 
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AUTOMATIC PENCIL SHARPENER COMPANY 


Div. of Spengler Loomis Mf e Co., 58 E. Washington St., Chica: 0 2, ill. 
£ g' 


PLOTTING ond COmPutine Devices 


C-Thru Ruler Company, 


J 333533 

332" ited S33 S22 iser2 

Hite eeeeEs Pate 
LST ES 


No. 2 Junior Display 19" x 13" 


Some of the many expertly designed C-Thru in. 
struments that reflect top quality materials and 
superior craftsmanship. Made of the famous C-THRU 
Plastic, these devices are of war and civillian service 
to students, trainees, pilots, engineers and navigators, 


Write for complete catalogue 


Hartford, Conn. 
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_ KEEP YOUR RECORDS — 
CLEAN and SAFE - 


“PLASTIC ENVELOPES 


< 
STURDY—DURABLE <\ 
TRANSPARENT COVERS \ 


Designed especially to protect Documents, 
Blueprints, Charts and valuable Papers. 
Made in two styles — open one side — open both 
ends. Five standard sizes: 8% x11 

6 x9’, 

5% x BY, 

4%x7% 

3% x 6% 


PLASTIC 
JOB TICKET HOLDERS 


Made of 7% gauge plastic, 
bound on four sides with Art 
Leather and reinforced with 
metal corners. Furnished with 
Strap, Buckle, or Eyelet. Two 
sides Plastic, or one side card- 
board back. 


IMMEDIATE 
DELIVERIES 


DESIRABLE JOBBER TERRITORIES OPEN 


PLASTIC DIVISION _ 


HOLLYWOOD ATHLETIC CO. ae rin s1.; 10s anceves 14 


Kirk Hollywood Plastic Products | 


SEND INFORMATION AND PRICES ON THE FOLLOWING ITEMS: 
PLASTIC ENVELOPES () JOB TICKET HOLDERS [) 


VISIBLE 
TUBE 
PANELS 


No. M 3611 
Single Face Tube Panel 


For telephone lists, parts, prices, 
credit “black lists’’, stock locations, 
truck route lists or any active refer- 
ence record requiring one or two 
lines of information, these panels are 


ideal. 
Made with fibre back and gray 


plastic side rails in two lengths, one 
or two line tubes, perforated inserts 
included. A good over-the-counter 
seller. Display Tube Panels—a prof- 
itable specialty. 
Information on any of the lines 
illustrated furnished on 
request 


Sold only through dealers 


THE VICTOR SAFE 
& EQUIPMENT CO., INC. 


NORTH TONAWANDA, N. Y. 
'War casualty—will be supplied 
when steel is again available. 


NAME OF FIRM 

YOUR NAME AND TITLE 

ADDRESS ed 
cry STATE _ INSULATED FILES 
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2 great PRODUCTS... 


oe — > 
J 
“HY GRADE” " " 
| Reg. U. S. Pat. Off. USONA 
| Watermarked Rag Bond 
ADDING TYPEWRITER 
MACHINE PAPERS 
R oO L L Ss An exceptionally good 
and bond stock for general 
use, ordered constantly 
Canary by ner ty — supervi- 
TELETYPE ROLLS agents to whom sunoneg: oat an pn rtd 
—— portant. 
* WOUND HARD AND TRUE SAMPLES OF THESE PRODUCTS WILL BE 
® BRUSHED FREE OF LINT SENT YOU FREE. PLEASE MENTION 
© RED SIGNAL MARKED YOUR STATIONER’S NAME. 
| L. HYMAN & SONS - Paper Merchants 
ces, 102 PRINCE STREET, NEW YORK 12, N. Y. 
= | 45th YEAR OF DEPENDABLE SERVICE 
rfer- 
two | 
«- |DOPP-CRAFT CASES & DOPP-KIT 
ay As Nationally Advertised Since 1937 
one 
erts ye — —— a 
inter > TIME BZ \\ Sub) m4 
rot. a 
é 
= 
; Fine Leather 
Goods Since 
— 1920 
|| CHARLES DOPPELT 
| and CO. 
E. 412 N. Orleans St., Opp. Merchandise Mart, Chicago 10 
1944 July, 1944 When writing advertisers please mention Orrice Equipment Dicest ay 
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Mail Stationer yi 


ess is rnc a 
t mini 
pogessts Light 


sing. 
1e enlarged copy of the current nt SKY-RITE 
hi Selling Story of SKY-RITE Air Mail 
is indeed unique—without peer 


Write our New Yor 


letter 


postoge- 


| Addressograph-Multigraph Promotes Engineers 


The promotion of Lester F. Mitchell to manager of engi- 
gineering and of Franklin E. Curtis to chief engineer of the 
Addressograph-Multigraph Corp., Cleveland, Ohio, was an- 
nounced recently by E. F. Richter, vice-president and general 
manager. 


— 
s; 


Left: 
F. E. CURTIS 


Right: 
L. F. MITCHELL 


Both of the engineers started by learning the tool maker’s 


| trade. Mr. Mitchell, formerly chief engineer of the office 


equipment manufacturing company, will be able to devote 
more of his attention to directive duties in his new position, 


| according to the announcement. 


Mr. Curtis, who succeeds Mr. Mitchell as chief engineer, 
joined the company after spending several years in engineer- 
ing work following World War I, in which he was a sergeant 
with the 32nd Engineers in France. 


Whiting Booklet Tells Paper Story 

Special plates and inks simulating Chinese wood- 
block prints were used to create the cover for the brochure 
titled “How Paper Is Made” which has been issued by the 
Whiting Paper Co., Holyoke, Mass. 

The booklet opens with a sketch outlining the history of 
the paper industry complete with footnotes giving the 
sources of the material. The publication continues with a 
chapter on the subject “How Paper Is Made” illustrated with 
several fine photographs of the paper making processes, 
taken from the Whiting mill. 

The thirty-one pages of the release are printed on Whiting 
rag paper. 


| Our Cover Picture 


The illustration on the cover of this month’s Orrice Equir- 


| MENT Dicest gives a good idea of the handsome effect at- 


tained in the layout and decoration of the executive floor 


| of the Manufacturers Trust Co., 55 Broad St., New York. 


This floor has been designed in the style of old insurance 
houses of London. The interior of the large public room is 
adapted from a room which was originally in the Thomas 


| Saunders house in Gloucester, Mass., built in 1764 in the 
| Georgian colonial style, and now the Sawyer Free Library. 
| The interiors of the private offices of the executive officers 


are of a simple colonial panelling, typical of the same period. 

The desks on the floor are adapted from an old table which 
was originally in the collection of Lord Herners, from 
Wolverton Hall, Suffolk, circa 1795. The chairs are copies of 
English chairs of the same period. Four chairs in the 
entrance lobby are antique Chippendale chairs, about 1785. 
The lighting fixtures are an adaptation of old English chan- 
deliers to modern lighting. The mahogany doors throughout 
are typical of the late 18th century colonial period. The 
brass door knobs are the same as used in the restoration of 
Williamsburg, Va. 

The private office of Harvey D. Gibson, president, is built 
of old pine removed from an English room in Hook Hall, 
Yorkshire, England, dating about 1710. Four small brass 
two-light sconces are reproductions of old ones.of the same 
period. The office of Henry C. Von Elm, vice-chairman of 
the board, is adapted from an 18th century colonial room in 
Alexandria, Va., which is now in the American Wing of the 
Metropolitan Museum of Art, New York. 
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2-PIECE 


— COVERS 


low cost, multiple purpose 
n ACCO 2 Piece 
They're perfect 
deal for every* 
ty—and their 


High quality, 
_that is the story © 
COVERS in a nutshell. 
for storage filing; they re . 
day binding. Their capact 


uses—are almost limitless. 


oose 
ne who can use 4 low cost ] 


t's everybody—will 
COVERS just the 
nsive ring OF post 


Everyone who has papers to 


city. 
ss, efficiency, large capacity 


Everyo 
leaf pinder—and tha 
find ACCO 2 Piece 
thing to replace expe 


binders. 


neatne 


Made of fine quality pressboard, equip- 


8, available in 
‘th ACCO Fasteners, © 
” bre of sizes—ACCO 2 Piece Covers 
a ra 
| win your “bin 
{ using 


ding” friendship the 
" hem. Try 1 
minute you star t j 


and see. 


CT 
gene 24th STREET 


39th AVENUE and 
LONG ISLAND CITY, 


NY 


so, 4 | 


Do you know that te can purchase the ingredients 
for the finest ink that money can buy in a tube at 
approximately half the cost of fluid ink? 

That all you need to do is squeeze the contents of 
this tube in a quart of water (an operation that 
takes less than a minute) to make a permanent ink, 
and leaves a permanent mineral mark that will last 
as long as the paper itself? 

That this writing fluid is non-corrosive, absolutely 
without sediment—a perfect fountain pen ink? 
You didn't? Then mail the coupon and get com- 
plete information about 


The Modern Ink that comes in a tube! 


It's Guaranteed to Be as Good or Better Than 
Any Writing Fluid That Can Be Bought at 
Any Price! 


carrying charges! 


THE AMERICAN CRAYON COMPANY 
DEPT. 148 SANDUSKY, OHIO 


() Please ship me 12 Qt. Permex Tubes with bottle at 
$6.00 prepaid, subject to 30 day trial guarantee. 


(_) Please send me literature on Permex, the modern 
ink in Paste form. 


Name 


SCOHDSSSOSSOHCHSEEHOCEOCO COOH ec SEES OOEEELOSESSOOOS 
POH HEHEHE ee EHH E EEE EEE DES ESE EES EOE EL ESS 


Core eer eeereereeesseeereesresesceereeesseseeeece 


NM  cnilsvbre reat ined ‘eawaele 


For only $6.00 you can obtain 
12-Quart Tubes of Permex with 
a Patented Pour-Out-Cap Bot- 
tle, everything you need except 
water for 12 quarts of the finest 
ink you could buy anywhere at 
any price. If your stationer 
does not have it, mail in your: 
order. Use one tube and if you 
are not perfectly satisfied 
return the remaining I! 
tubes and the bottle within 

30 days and we will refund 

full purchase price and 
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IF YOUR FILE CLERK CAN'T LO- 


CATE IMPORTANT PAPERS WHEN 
THEY ARE OUT OF THE FILE 


YOu should install "Record Control by 
Wabash." ...a simple, inexpensive addition to 
existing filing systems that enables you to know 
instantly where any paper... whether "in" or 
“out” of the file...may be found. Your filing 
system is merely an index. “Record Control" 
makes it complete...saves time, money and 
trouble. Call your Wabash Supplies Dealer to- 
day or write for Manual giving complete details. 


No. 555 


THIN-LINE 


O2 suUPER 


BUT THE LETTERIS 
NOT IN THE FILE! 


Your Fault 


trans, 555 WN 


* 


NATIONAL Pf 


THIN-LINE @ 


* 


because of the 
small diameter 
Lead 


BOXED IN DOZENS 
Made in No. 2, 2.5, 3, 4, 


White for Samples 
and P. rices 


NATIONAL PENCIL 
COMPANY 


SHELBYVILLE, TENN. 


New York Office—220 Fifth Ave. 
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“UNACCUSTOMED - 
e ASIAM 
TO PUBLIC 
BOASTING...” 


DIXON TICONDEROGA 1386 N22 | 


MADEIN 
USA 


Demand...the fine American Pencil 


with the fine American name... © 


TICONDEROGA. 


Joseph Dixon Crueible Co., Dept. 6-15, Jersey City 3, N. J. 


Hotchkiss 


PIONEERS 


IN ALL THAT’S BEST IN 
FI, tayaling 


- 


This slogan typifies Hotchkiss's position in the stapling in- 
dustry. Founded nearly half a century ago, Hotchkiss has 
been in the forefront of every revolutionary development in 
the art of fastening things with staples. 


Hotchkiss pioneered in chisel pointed staples which pene- 
trate easier. Hotchkiss pioneered in the temporary clinch— 
the only clinch on a commercial desk stapler which permits 
papers to be unstapled without tools and broken fingernails. 
Hotchkiss pioneered in the new Palmfit streamlined design, 
exemplified in the model I0IA illustrated here. 


Hotchkiss pioneered in fast front loading also a feature of 
the Model 101A. 


These superior features are some of the reasons why the 
Hotchkiss output is devoted 100 per cent to war uses. 


Hotchkiss Products are distributed 
by leading Stationers everywhere— 


THE HOTCHKISS SALES CO. 


NORWALK, CONN. U.S. A, 
Department W 
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The Favorite 


...for Every Oftice Purpose 


Waterman’s Inks are available in any size bottle 
you can think of—from gallons, quarts and pints 
to the individual 2 oz. Tip-Fill Bottles shown 
above. 


Waterman’s Inks are available for any purpose you 
ean think of—from guarding your precious docu- 
ments and records, to handling your ordinary, rou- 
tine correspondence. 


And remember this: When you buy Waterman's 
Inks, you’re buying the largest-selling ink in the 
world—the ink made to a 50 year old formula famous 


for smooth writing and safe pen protection. 


Ask your distributor for Waterman’s Inks. He can 
supply you with 8 great colors — including Blue 
Black and Permanent Black. the Inks that “last as 
long as the paper they're written on.” 


L. E. Waterman Co., 344 Hudson Street, New York 13, N. Y. 


Waterman's 


The Ink that’s right — on the Tip of Your Pen 
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Symbol of Superiority 


ESCO provides the finest Drafting and Navigating equipment 
obtainable for office, school, ship or shop. 


ESCO qualifies by meeting the exacting requirements of War 
industries and the Armed Forces on land, on sea and in the air. 


- 
Product, 


REG. U.S. PAT. OFF. 


ESCO'S FINE 
PRODUCTS 


Drawing Boards 
(many sizes) 


Drawing Tables 


: 
Straightedges The Scholastic Drawing Kit has proven a very pop- : j 
Triangles ular item wherever used, because it offers so much THE NEW PLASTIC DIVIDERS AND COMPASSES— 
for so little. The basswood Drawing Board, the “SEAGOING AND LANDGROWING" 


Pencil Pointers 
Splines 


Parallel Rulers 
(in use all over 


Parallel Ruling Device and the laminated Bakelite 
Straightedge make a happy combination which has 
everywhere given perfect satisfaction. This fine 
Drawing Board is sealed against moisture. The 


The two new Plastic Instruments have mounted into a 
popularity that has surprised the drafting world. 
Their inherent merits have caused their sales to the 
government to be phenomenal—and the demand 
from Architects, Engineers, Draftsmen, Navigators 
and Students has been many times greater than we 


the world) seg a. Device aire ag “P woe anticipated, proving that there is always a market 
? Fe seal ion parallel ruling attachment. e Straightedge made by the discriminating for exceptional products 
Navigator's Kit (with or without transparent edges) is durable, with exceptional merits. 
T-Squares accurate and impervious to moisture. So we can Some Features that cause the demand: 
Stools say that the Scholastic Drawing Kit is a perfected icmkane 2""Removable hardened sel. points oc 
and piece of combination equipment for Office, School, vision for a ye of legs. 4. Compass has propel- 
eon, heobeed Ship or Shop. Made in seven sizes, 12"x17" to ling and repelling leadholder. 5. Ease of operation, 
ee Rome 23x31". fingers of one hand can set ~% 6. Light 


of weight—comfortable in the hand. 7. Easy to clean, 
easy to use—a pleasure to handle. 


708A Clara Avenue 1! South LaSalle St. 


SHEBOYGAN, WISCONSIN ENGINEERING SALES co. Rm. 1217, CHICAGO 3, ILL. 


Makers of Precision Instruments for the Army, the Navy, Artists, Engineers, Draftsmen, Navigators and the Schools of the Nation. 


Write us for catalog and Special Descriptive Circular. 


. . . for writing ease your 


desk workers appreciate 


Both base and desk set are made of 
non-critical materials — yet you can 
depend on them to give your em- 
ployees all the well-known Handi- 
pen satisfaction. Choice of ivory, 
black or crystal glass. Set alone, with 
base, or double set with base (illus- 
trated). . . . Your stationer has a 
supply of these handsome sets—at 
prices to suit you. Order from him 
today. Also ask about the Steeless 
Kleradesk. 


Glass indestructible by 
ink acids. Set holds 
two ounces of ink— 
fills from any bottle. 


Sengbusch Self-Closing Inkstand Co. 
207 Sengbusch Bldg. Milwaukee, Wis. 


July, 1944 When writing advertisers please mention Orrice EqguirMent Dicest 55 
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Remington Rand Announces Promotions 

Allen N. Seares and Howard V. Widdoes have been 
appointed vice-presidents of Remington Rand, Inc., Buffalo, 
N. Y. 

Mr. Seares, formerly sales promotion manager, has been 
made general manager of the systems division, and Mr. 
Widdoes, formerly sales manager of the company’s systems 
division, has been made general manager of the typewriter 


ALLEN N. SEARES HOWARD V. WIDDOES 


Both men have been associated with the company for more 
than twenty years. Mr. Widdoes has been with Remington 
Rand and its predecessor companies since 1919, at which time 
he joined the former Library Bureau company as a salesman. 
He was assistant district manager in New York City and 
systems branch manager before his appointment as general 
sales manager of the systems division in 1933. Mr. Seares 
joined the company in 1922 as a salesman, and served as 
regional manager, assistant manager and branch manager 
before his transfer to Buffalo as sales promotion manager in 
1937. 


Friden Calculating Machine Acquires 
New York Building 

Friden Calculating Machine Co., Inc., San Leandro, 
Calif., has acquired a five-story building at 336 Madison 
Ave., New York, which has been renamed the Friden Build- 
ing, it was announced by Carl M. Friden, president. The 
entire building will be headquarters for the New York 
branch office, and will be under the supervision of L. B. 
Taylor, newly appointed field manager. Mr. Taylor has had 
twenty-five years of successful selling in the calculator 
business. 

The building will house the field management offices of 
the organization, which supervises activities of all territory 
east of the Mississippi River and south of Wisconsin. A com- 
pany-operated service training school, a sales training school 
for sales agents, salesmen and instructors, a modern stream- 
lined showroom, demonstration rooms and sales offices for 
the New York staffs are all located in the building. 

A pictorial and factual story of the growth and achievements 
of this California company is contained in the tenth anni- 
versary number of the Friden Aristocrat, its‘ house organ. 
Copies of the book will be furnished free of charge to those 
who write to the company at San Leandro. 


Wabash Filing Supplies Describes Filing Method 

Wabash Filing Supplies, Wabash, Ind., has a folder for 
filing catalogs called the Nubian Fibre folder, fitted with a 
steel tab. Miscellaneous catalogs are filed in alphabetical 
order. For catalogs that are referred to frequently, a folder 
is fitted with a special tab and the name of the individual is 
printed on a heading, celluloided in green and inserted. 
Wabash is installing this new file for dealers’ own use, at the 
same time affording dealers a sample for demonstration pur- 
poses. 


If you want the quality, hardiness 
and uninterrupted service you are 
entitled to expect in your marking 
devices, be sure to ask for these 
models by name! 


SUPERIOR 
Type BAND DATERS 


Entirely encased in metal 
for protection; perfect im- 
pressions; changeable die 
plates are only three of 
the features distinguishing 
Superior from ordinary 
daters. 


i 3 0.839 


TRIU MPH Lea, 


Self-Inking BAND DATERS en eS ee od 
Saves time and energy, 

combining in one modern 

unit a rubber stamp, a 

stamp pad and numberer 

(or dater). One unit, 

one action. Ask to see 

Triumphs in action. 
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aterman Plays Host to Foremen and Heads 
In keeping with its custom, the L. E. Waterman Co., 
Hudson St., New York, entertained with a dinner fol- 
bwed by attendance at a night game between the Brooklyn 
Dodgers and the New York Giants, on June 19th. For sev- 
bral years, it has been the policy of the Waterman company 
lo get management and foreman groups together to discuss 
fommon problems around the dinner table. 
Company officials included F. D. Waterman, Jr., president; 
W. J. Pohl, vice-president; F. S. Waterman, secretary, 
R. A. Benoy, treasurer. 
The L. E. Waterman Co. was among the first to estab- 
ish monthly gift packages to employees in the armed forces. 
ently, it announced a training school for returning dis- 
bled veterans, who are paid while they learn the craft of 
yen grinding. 


arch Appointed Sheboygan Sales Manager 

Frank M. Karch, sales representative for Sheboygan 
Chair Co., Sheboygan, Wis., in eastern New York and eastern 
Pennsylvania, has been made sales manager of the organiza- 
tion, effective June 1st. Mr. Karch has been sales represen- 
tative for Sheboygan for the past twelve years. 


Ditto Appoints Works Manager 

Ditto, Inc., Chicago, has announced the appointment 
of George M. Armstrong as works manager. Graduating 
from Rensselaer Polytechnic Institute with an E. E. degree 
1923, Mr. Armstrong became associated with the Hartford 
Electric Light Co., later joining Landers, Frary & Clark 
where he reorganized the factory electrical test and inspec- 
ion set-up. He became factory manager from 1929 to 
1939. In that year he joined Nash-Kelvinator Corp. as 
engineer in charge of an electric range program. At Ditto, 
Inc, Mr. Armstrong is engaged in co-ordinating the work 
of all manufacturing departments of the institution. 
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MORILLA DRAWING 
MATERIALS 
Headquarters for Drawing Sets 
"SUPER" —— 
“VEMCO" Triangles 
"NORIS" Scales 
"CHARVOS" ee 
Drawing Instruments om 
a 
a 
Drawing Papers SUPPLIES 


DURA-SEAL 


(FORMERLY KNOWN AS CEL-U-SEAL) 


The Original Transparent Adhesive Film 


For covering and protecting maps, charts, blue prints, valuable 
documents. This acetate film with a transparent adhesive 
coating is extensively used by Army and Navy Departments 
to protect maps, etc. It is readily applied by hand and requires 
no heat or moisture. Available in rolls 18", 24", and 36" 
wide, 10 and 20 yard lengths. Matte surface is also available. 


” 
1944 Complete Catalogue Now Ready. 


THE MORILLA COMPANY, INC. 
36 COOPER SQUARE NEW YORK 3, N. Y. 


Write Dept. G. 


July, 1944 
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CHECK THESE 


: ativantages 


1. Molded Tubular Edge will not crack because it 
cannot be pinched together. 


2. Molded Tubular Edge prevents warping on long or 


short tabs. 


It cannot 


Oo 
. 


Parallel sides hold inserted title firmly. 
slide out, yet is easily changed. 


4. Titles easier to insert, using tubular edge as a start- 
ing point. 

5. Seven colors and clear celluloid for quick identi- 
fication. 

6. Convenient pre-cut tabs or 6” long to be cut as 
desired. 


7. Easily, quickly and firmly attached to file folder, 
index card, ledger or note book page. 


AICO-GRIP TABBING 
LOOSE LEAF INDEXES 
DESK PADS and 


ACCESSORIES 
SHOP TICKET HOLDERS 


WORLD'S LEADING MANUFACTURERS OF INDEXES AND INOEX TASBING 
57 
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FOR ALL 
DIRECT 
PROCESS 
LIQUID 
DUPLICATORS 


AUTOCOPY. INC. 


464 WEST SUPERIOR STREET 
CHICAGO 10, ILLINOIS 


SAVE STENCIL COSTS! SAVE TYPING TIME! 
WARTIME 
NECESSITY 
for EVERY 
STENCIL 
USER 


TWO SIZES 
—for 50 and 


100 STENCILS 


20” long, 10” wide: 
handy 


Ti echnygraph ol 


TECHNY, ILLINOIS 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Manage s 


Manufacturing Methods Studied by Columbia 
The procedure of bringing sales representatives ay 
their products closer together is employed by Columb 
Ribbon & Carbon Mfg. Co., Inc. Glen Cove, Long Island, N, ¥ 
The theory that salesmen should possess a comprehensiy¢ 
knowledge of their lines has been translated into practice }y 
Columbia, by recruiting salesmen to the factory “course: 
There, the salesmen, fresh from their territories, assist jy 
expediting orders of dealers, and perform actual work jy 
various manufacturing departments. In this way, they in. 
herit a thorough, intimate knowledge of how the goods they 
sell is manufactured. 


Controllers Institute Elects Georgian 

C. A. Little, treasurer of the Scripto Manufacturing 
Co., Atlanta, Ga., has been elected to membership in the 
Controllers Institute of America. The Institute is a tech- 
nical and professional organization of controllers devoted 
to improvement of controllership procedure. 


Filing Officers Announced 


Officers for the 1944-45 season have been announced 
by the Filing Association of New York, which held its | 
meeting of the season June 12th at the Fraunces Tavern. 

Miss Irene McFarland, Commercial Investment Trust Co. 
will continue for her second year as president of the grow 

Other officers will be Miss Jean Coyne, Wishnick Tumpeer 
Inc., first vice-president; Miss Edith McWilliams, Nati 
Probation Association, second vice-president; Mrs. Fr 
Howard, American Airlines, Inc., recording secretary; 
Elsa Sesser, Hotel New Yorker, corresponding secretary; 
Mrs. Ella Redmond, National Broadcasting Co., treasurer; 
Miss Kathleen Denham, Vick Chemical Co., and Miss Jane 
McCallum, directors. 


HEYER’ 


POST CARD 


PRINTER 


Brings Dollars for Pennies 
The Lettergraph Post Card Printer is of greatest 
value in direct mail advertising. It reproduces 
powerful sales messages written, printed or typed, 
on government post cards. Outfit includes sten- 
cils, ink, correction fluid, stylus, stencil scope, 
printing base and instructions. 


Heyer 


ALWAYS 


Quality 


SATISFIES 


THE HEYER CORPORATION 


2 Quality Duplicators and Supplies Since 1903 
901-11 WEST JACKSON BLVD., CHICAGO 7, ILL. 
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SHORTAGE OF 
CLERICAL HELP 


demands the streamlining of your office, 
the elimination of waste motion. Look for 
short cuts in your record keeping and 
study the 


time saving 


CESCO PRODUCTS 


a complete line of high class Visible 
Record Books, Ledgers, Post, Ring, and 
Prong Binders, Catalog Covers, also many 
Standard Forms and Accounting Systems. 


Write for literature today! 


The C. E. Sheppard Co. 


44-09 21st Street Long Island City, N. Y. 


Two Real 


Morale Builders 


Most business enterprises are using Service 
Plaques and Flags. Write for price list today. 


Roll of Honor 


Permanent Service Plaques for 
offices, factories, churches, 
schools, ete. Beautiful walnut 
Plaques, with individual gold- 
bordered name plates, and names 
in silver. Most beautiful plaques 
on the market. Write for whole- 
sale price list today. 


Official 
SERVICE FLAGS 


Sizes and prices to suit all types of busi- 
ness, from largest to smallest. Immediate 
deliveries in both standard sizes and made 
to order. Priced to make you splendid 
profits. Send for illustrated dealer cata- 
logue and price list. 


Also—U. S., Christian, Papal, and Allied Flags. Write us. 
REGALIA MFG. CO., Dept. T, Rock Island, Ill. 


July, 1944 


Mm. 
FULTON 
Aays. 


ALL-WEATHER 
STAMP PADS and INK 


are two “muggy weather” aces. You 
really can depend upon both for consist- 
ently uniform and satisfactory perform. 
ance, regardless of temperature or hu- 
midity. The wood block, virtually in- 
destructible . . . the ink fast-drying in 
use, yet does not dry out on the pad, 
(Note that ALL-WEATHER ink MUST 
BE USED on this pad; they were made 
for each other. For real economy, insist 
upon BOTH, as a unit. 


FULTON SPECIALTY CO. 


200 FIFTH AV., NEW YORK CITY 10.N.Y. | 
FACTORY AT ELIZABETH 1. NLU. 


They'll Give You Years of Service 


CHARVOS 


Fine Drawing Instruments 
at Reasonable Prices 


| 


© 


When writing advertisers please mention Orrice Equipment Dicest 


When you need fine drawing instruments, ask your dealer 
for CHARVOS, a name familiar to hundreds of the most 
competent artists and draftsmen in the country. Despite 
present conditions you will find an excellent selection at 
surprisingly low prices. 

Set £814 (illustrated above)—Contains a new style 6” Compass; 
6” Divider; Bow Divider; Bow Pencil; Bow Pen; Ruling Pen; ew 


Driver, Needles, Leads and Parts. Velvet-lined 2-flap pocket-type 
GBD . cccnccnndeenencedcvcessnssesmecneneesntccneameutemas $18.00 


Set #612—Contains 6” Compass; 512” Ruling Pen; 334” Bow 
Pencil; 334” Bow Pen; Screw Driver with Needles and Leads; 
Velvet-lined 2-flap pocket-type case_.._._...-_-__----------- $10.80 


Set £614N—Contains 6” Compass; 512” Ruling Pen; 6” Divider 
with Straightening Device; 334” Bow Divider; 334” Bow Pencil; 
33/4,” Bow Pen; Screw Driver with Needle and Leads; Velvet-lined 
I ictcieieinnnnticnnsinnamaniaeicmnmadslias $15.00 


The Department Store of Art Materials 
ARTHUR BROWN & BRO. 


67 West 44th St., New York 18, N. Y. 
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INKOGRAPH 


It has been our endeavor to 
supply our dealers with as much 
merchandise as possible in 

accordance with the quota for 
civilian use as originally set 
up by the War Production Board. 


Instructions received from 
WPB demand that special rated 
orders for Army and Navy both 
here and abroad must be given 
preference in their priority 
sequence even though this 
encroaches on our present 
civilian quota. 


Although this will restrict 
dealer shipments to some ex- 
tent, we fully realize our duty 
to our many loyal customers 
and will do our utmost to 
supply them whenever condi- 
tions permit our so doing. 


Inkograph Co., Inc 


200 Hudson St., NY.C. 13 


| We Will Pay 
Upwards of S400 


Jor an acceptable idea for a 


NEW PRODINT 


The manufacturing resources of PRESTO Products 
are now helping to shorten the war. When Victory 
comes, PRESTO Products will be back with the latest 
improvements for postwar Stationery Store Markets. 
We are planning new products for postwar selling 
to increase Stationery and Office Supply store sales 
and help to extend further the popularity of the 
famous PRESTO Stapler and other PREST ‘Oo 
Products. 

We prefer products that can be made of metal or 
plastic. Products must have universal consumer 
appeal and sell under $10.00. IF YOU have an idea 
for such a new product, or an nye ye feature for 
an old product, write describing the service it is 
designed to give. 

BUY MORE WAR BONDS AND HELP SHORTEN THE WAR 


METAL SPECIALTIES MFG. CO. 
3200-08 CARROLL AVE. CHICAGO, ILL. 


BULLETIN *6 | 


TTT TTT] 


Nascon DUODEX 


This handsome vest-pocket or purse size piece for which 
the demand last year far exceeded the supply, is now 
available again in fine imitation and genuine leathers. 
Included in the Nascon Duodex is a removable, wire-o 
bound, gold edged, alphabetical address and telephone 
section; a removable, gold edged, perforated memo pad 
and a pocket for calling cards. For complete informa- 
tion on this and the other popular Nascon numbers send 
for the full-color Nascon catalog today! 


NASCON SALES CORPORATION 


60 E. 42nd Street New York 17, N. Y. 


PULL FASTENERS TAIN WL) 
to YOUR 
RUBBER BAND 

PROBLEM 


Keep cancelled checks, deeds, mortgages, 
insurance policies, vouchers and documents 
neatly tied together. 
PULL either end to tighten. 

PULL shorter end to loosen. 
PULL FASTENERS do not dry out, crack or break while 
in use ... eliminate the danger of documents becoming 
lost or separated ... used by Banks, Utilities, State, 


City, County Offices, Insurance Companies, Libraries, 
Railroads, Business Offices and Manefactering Firms. 


Write for sample today on your business letterhead 


SCHLEGEL MANUFACTURING COMPANY 


277 North Goodman Street Rochester, N. Y. 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 
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Service 
Headquarters 


Chicago is the Freight Hub of the United States. 
1,100 cars of LCL freight are dispatched daily. 


Over 
Chicago 


8 Cerra 
| STEEL FILE SIGNALS 


| 
ele) d 
me | 
a 


| 
| 
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Motor Carriers normally serve 24,000 communities every day. | 


43°/, of all Retail Stores are in Chicago Trading Area. 
Buy in Chicago. Save time and money. 


We are Manufacturers and Distributors of WORLD-WIDE 
Business Forms. Write for Our Illustrated Catalog. 


ASSOCIATED STATIONERS SUPPLY CO. 


Warehouse Distributors for Manufacturers 
229 South Jefferson Street Chicago 6, Illinois 


1,000,000 
in use | 


and when peace 
comes, they'll be 
more in demand. 
than ever before. 


2 /W. ILLINOIS ST. 


SS Se MS. ee. eet = Ek Bien Pores ae 
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| THE H. C. COOK CO., 18 BEAVER ST., ANSONIA, CONN, 
| 
| 


|\COOKY STAINLESS STEEL FILE SIGNALS 


FREE-- THIS CARD OF 
ACTUAL SAMPLES 


This handy card contains a full assort- 
ment of Cook’s Steel (non-tarnishing) 
File Signals in 12 non-chipping colors. A 
highly useful, ready reference “catalog” 
of signals for every modern filing system. 
Glad to furnish one or more on request. 


“EVERY COOK PRODUCT UNCONDITIONALLY GUARANTEED” 


oP , IGHT 


EVERYONE NEEDS IT! 
EVERYONE WANTS IT! 


4 Correspondence, tax and 
m budget record, phone num- 
bers etc. in one compact file. 


"$1.95 


An AMFILE VOLUNTEER SECRETARY for house- 

wives, business men, students, teachers, shopkeepers. 

Holds all the correspondence, data, miscellany everyone 

needs to save. Its self-selling features: 

@ Alphabetical and monthly @ Extra blank and printed 
folders, business letter- labels. P : 
hood ue. @ Durable, attractive file in 


blue, French gray, brown, 
@ Extra blank folders ivory, green, 


UNIQUE—Each folder a record system. Forms for addresses, 


telephone numbers, budget, tax, expense records, miscellan- 
eous information. 


It’s a complete filing system, suited to individual needs! 


PROMPT SHIPMENT. Order today. Write for descrip- 
tive circular. 


Amberg File & Index Co. 


1617 Duane Blvd. 
Kankakee, Illinois 


When writing advertisers please mention Orrice Eqguiement Dicest 61 
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RODUCTION 


a. A 
om ACE 


a os ALL- STEEL 


PRE-WAR 
STAPLERS 


Again, Ace is in position to put in production three of 
its most —— models, the Pilot, Scout and Clipper. 
These all-steel, pre-war machines are built by the same 
precision engineers and skilled workmen that have 
made Ace Staplers the finest money can buy. Their 
ruggedness, long-life and easy, dependable operation 
have won the confidence of those who appreciate and 
demand the best in stapling equipment. Shipments 
made to those qualifying with proper priority ratings. 


CLIPPER 


ACE 


FASTENER CORPORATION 
3415 NORTH ASHLAND AVENUE * CHICAGO 13 
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aed fon 
‘FILE FOLDERS | 
UTILITY LABELS: 
ADDRESSING 
MAILING: LISTS” 
& MANY: OTHER 

PURPOSES | 


ATTRACTIVELY PACKED poke : 
IN REROLL DISPENSING is BUFF 
BOX AND DISPLAY CARTON ORANG 
12 ROLLS OF ONE Sotok TO CARTON § ote he | 
WRITE FOR INFORMATION! a . ni 
IM229) MANEL 
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62 OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


Hammermill Explains Suggestion System 


“Turning Ideas into Dollars,” a new book published by 
the Hammermill Paper Co., tells how to operate a sug- 
gestion system to get worthwhile and practical ideas from 
employees. 


Completely outlined is the paper work of a successful sys- 
tem. The book illustrates the printed forms necessary to 
bring in ideas, check their practicality, pay rewards for them, 
and put them into action. 

Copies of the book are available free to anyone who re- 
quests them (on a business letterhead) from the Advertis- 
ing Department, Hammermill Paper Co., Erie, Penn. 


Celanese Shows Packaging Film 

The Celanese Celluloid Corp.’s motion picture “Proving 
Ground” was given its premiere at the Waldorf Astoria 
recently with a private showing for the press. 

The picture portrays the importance of proper packaging 
for getting war material to the front ready to fight. Several 
scenes show actual application of packaging innovations 
developed by the industry during wartime that have with- 
stood the rigors of global war. 

The picture is to be a part of a series of round-table 
meetings, with packaging people, to study wartime packag- 
ing developments through the use of plastics and interpret 
their possible use in peacetime applications. 

The job done by ordnance wraps in delivering highly- 
polished metal parts free from corrosion to far flung battle 
fields brings home the fact that the same idea is also 
applicable to shipments “just around the corner.” 

A highlight of the picture is the soldier, in the pouring 
rain, marking a gun emplacement on a map covered with 
water-proof, transparent Lumarith pressure-sensitive ma- 
terial. He is making the important mark right through 4 
puddle of water, and yet the map is not damaged. 


Cardinell Issues Drafting Catalog 

A catalog with format featuring bright red, white and 
brilliant blue drawings on its twenty pages has been issued 
by the Cardinell Corp., Montclair, N. J., to list its drafting 
material. T-Squares, protractors and triangles are listed @ 


addition to its stationery supplies needed by draftsmen. 
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CELU-DEX 
—— Gaby on the eyes 


ToOK for the CREEN LINE wal ITE 8 sve SUBJECT c on INseRr- 


yo9. CEL U-DEX | 
Cat 


SF vase 


* TRANSPARENT > FLEXIBLE 


PLEASE SEND 
REQUEST ON 
YOUR FIRM’S 
LETTERHEAD 


Listing: As 
OuR GataLes 


* REINFORCED EYELETS. 


‘* WATER PROOF 


on om | ROR patil 


ALL OFFICE MACHINES BOUGHT and SOLD 


Adding + Calculating « Bookkeeping « Dictating « Addressing « Duplicating 
Typewriters « Checkwriters « Cash Registers « Visible Files 


Established 1903. 


J. S. MORSE BUSINESS MACHINES New York 7, N.Y. 


BERNARD OFFIC 


Send for Catalog 
of the Tools 


Ff 


THE WILLIAM SCHOLENORN COMPANY 


STATIONERY TOOL DIVISION, NEW HAVEN, CONNECTICUT 


duly, 1944 When writing advertisers please mention Orrice Equiement Dicest 
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HONOR ROLL |e 
* PLAQUES x 


Dignified Tributes to Your Men —— 
in the Services : > 

These Victory Cast Honor Rolls 
with raised letters present impres- 
sively the names of those you 
would honor. Cast in a material 
that is a non-critical substitute for 
Bronze, they both look and feel 
like Bronze. 

Send for Illustrated Literature 


UNITED STATES BRONZE SIGN CO. INC. 


“BRONZE TABLET HEADQUARTERS” 
570 BROADWAY, 


NEW YORK 12,N. Y. 


SPRING BINDERS 


Round Back Style 


Spring Back, durably con- 
structed, black levant- 
grained imitation leather 
over stiff boards. Com- 
lete with inner folder. 
tock sizes '/" to 2" 
capacities. All sheet 
sizes. Prices and illus- 
trated circular on re- 
quest. 


MAJESTIC LOOSE LEAF 


122 Spring Street 


INC. 


New York 12, N. Y. 


... For Sale... 


METAL 
FILE FASTENERS 


No priority needed. 


Samples sent on request. Order now—stock limited. 


§ A M L E V ! N West Building, Houston, Texas 


| HOW TO LIVE ON *I5 PER ame CHANGEABLE 


Bulletin 
Directory 
Menu 
and Statistical 
Boards 


for all purposes. For In- 
door and Outdoor Use. 


With or Without Electric 
Lights. 


ACME Bulletin & Directory Board Corporation 
37 East 12th Street New York 3, N. Y. 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


Available for immediate delivery! 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 


and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 


All completely rebuilt and guaranteed. 
“The House That Confidence Built” 


Universal Office Equipment Co., Inc. 
7-9 Waverly Place, New York, N. Y. GRamercy 3-3741 


WORKING FOR 
MORE OUTPUT | 
PER TYPIST 


Busy with War work, we still 

supply parts and service, to 

speed your typing. 

THE DAWN MFG. CORP. 
‘DIVISION OF THE 


HALL-WELTER CO., in ROCHESTER, N. Y. 


Back the Attack 
Buy War Bonds 
and Stamps 


July, 1944 
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a Global War Atlas 
Display Them = You'll Sell Them 


A Leader in the Low-Price, 
Profit-Making Field 


12x15 inch De Luxe Maps in color cover 
the World. Comprehensive Index embraces 
over 300 countries, islands, and many 
practically unknown places. Index gives 
page reference for quick location of all 
battle fronts. Printed on fine super. Easy- 
to-read type. 32 pages. Board covers. 
Order direct from ad or send for 00 
Bulletin G.A. 2, List price only 1 


MAPS of the BIBLE LANDS 


NOW SOLD THROUGH 


Cram DEALERS 


A big opportunity for dealers to cash in on , 
a Specialty that has unlimited opportunities — 
with no competition. The book is carefully § 
edited—a complete reference for Bible 
Classes, Sunday Schools, Religious Bodies 
and for the general public who wish to fol- 
low the bible story with its geography. 

Beautifully printed in 4 colors. 81% x11 is 
inches. Contains over 20 Maps. Index to @# 
over 400 Places in Bible History. Shows the - 
Birthplace of Civilization Down to the 
Present Day. nie 

Special Feature is ‘‘The Life and Journeys 
of Christ,”’ told in 8 Separate Maps. 
BETAS AT GHZ. .cccccccccceses 
Order Direct arom this adv. or Ask Ac 
for Bulletin B.L. 2. 


THE GEORGE F. CRAM COMPANY, INC. 


Maps, Atlases, Globes since 1867. 730 E. Washington St., Indianapolis 7, Ind. 


a 


Your office workers are doing a 
whale’s share of work! The ques- 
tion is—How to get the work out? How to keep 
the standards high? How to make two hands do 

the work of four? 
Let WRITE generously-inked Carbon Paper 
and Typewriter Ribbons do a clear, clean 

job for you! 
You'll get more and cleaner copies with every 
original. Our supplies cut down costs of materials 

and labor, too! 
Guaranteed for uniformity, quality, and long 

wear. 

Inquire of your local dealer or send. today 
for free samples and our attractive low- 
price list. 
Quick Deliveries! : Rebs 


420 Lexington won 


Y. 
WRITE New York } - Ws 


ATED 
INCORPOR FACTORY: Bridgeport, Conn. 


NON-INFLAMMABLE 
vit 


4 


RUBBEROID | CEMENT 


It’s an amazing story 
because KEMPRENE 
can be used in every 
office and home where rubber 
cement was used before. Just 
think — KEMPRENE contains 
no critical materials—it is non- 
inflammable, excess removable, 
flexible, waterproof, stainless. 
Available in 4-ounce dispenser 
bottle, pint 

and gallon. 


Write for 
complete 
information 
today 


STAINLESS FLEXIBLE 


wily, 


Sa ~ 


KEMPRENE PRODUCTS COMPANY 


Sales Office: 1524 Ranstead Street, Philadelphia 2, Penna. 


[2 
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Samples of Polychrome Stencils were 2 38 

sent to 3,900 school superintendents, ‘ 

principals and teachers. = © 

To a questionnaire then sent the x? 

concensus of opinion was that: oo 

(1) Polychrome Stencils end eye ,. y 

strain while cutting because of = 

A +: al alle A a” 

high visibility. £ A 

(2) Polychrome Stencils de- - a 

mand less cleaning of type. s Po 

(3) Polychrome Stencils rol o 4) Pol 

are the easiest to fasten 2 .* ‘ ) olychreme 

to duplicator. a — Stencils are the simp- 

a < 


lest and surest for stylus 
2 and type work. 


Q 
oO (5) Polychrome Stencils 
Ph have the least tendency to 
drop their i’s and o’s or break 
S on lines or tear. 

& (6) Polychrome Stencils cost less 
ay than any of the highest grade stencils 
& and make CLEAR, CRISP COPY. 

3S” 


2g Type should be SEEN and not BLURRED. 


When writing advertisers please mention Orrice Equrement Dicest 65 
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RUBBER | 
STAMPS || Bi; ae 


Save Time A FITTING TRIBUTE TO 
IF YOU SAVE TIME _ THOSE IN SERVICE © 
WRITE FOR designs, in sizes for any 
PRICES. number of name plates. 
SEND US YOUR im Send for prices and liter- 
; ORDERS. im ture. | 
SAMU E L F. CURRY, INC INTERNATIONAL BRONZE TABLET co. 


36 East 22nd Street a New York 10, ee Ve 


1 Chestnut St., Phila., Pa. 
Market — ay In a Hurry—Call Curry—Main 6306 


Robinson Reminders 
% EUREKA LABELS * 
School Supplies 


Write for our Everyd 
SPECIAL $50.00 ASSORTMENT 


QUALITY aE a ae ee 
PENCILS by 


GENERAL PENCIL COMPANY 
67 FLEET STREET, JERSEY CITY 6, N. J. 


NATIONAL MERCHANDISING COMPANY 
_ Distributors of Greeting Cards and Social Stationery 
26 LINCOLN ST., BOSTON 11, MASS. 


: GRIPTITE 
PROTEX | 
CUFF sHr—ELD BANDS . 


The Permanent Successor 


White Lace Design on 
Transparent— Non-Inflammable to Rubber Bands 
LAS defini ed i 
P TEX oe are a definite ne in 
They are easily applied; quickly removed. 23 
Keep Your Cuffs and Sleeves | They hold papers such as cancelled checks, oe 
a deeds, mortgages, insurance policies, slid 
Free from Dust, Dirt, Smudges, etc. vouchers, and other documents neatly 
compressed. ” 
Retail at PLASTEX CO. Hy thy 2 --eggaamaay in 14 lengths — iden: eo iin 
25c¢ each. 727-6th Avenue, They can be used over and over again. discounts and profits C 
py ROCHESTER WIRE-O BINDING, INC. | .. 
108 MILL STREET ROCHESTER. N. Y. in 
m 
S DQG QQ WW 
“he CORNER on the een ye 
int 
Market / Ww 
ou 
51; 
beautif~ul 
colors 
Boston, Mass. cs ua 7 7” 
NEW YO a RITE-RITE MFG. CO. * DOWNERS GROVE, ILL. = 
RK SALES OFFICE - 1170 BROADWAY SUBSIDIARY OF JOSEPH DIXON CRUCIBLE COMPANY 


66 See page 28 for Index to Advertisers. July, 1944 ~- 
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FOR 
IMMEDIATE 
DELIVERY 


NEW ENGLAND 
FILING EQUIPMENT IN WOOD 


FILING CABINETS 
2,3,4 and 5 drawers, Letter and Legal equipment of all ty in wood 
sites @ with or without lock @ easy from architects’ drawings and spe- 
sliding full drawer suspension @ olive cifications. 
green or walnut finish. 


We are equipped to make special 


Cabinet making is our business—before the war—now 
NC. and after the war. All our furniture is made right here 
in our own shops under our own control by cabinet 
makers who have made custom built furniture for 
years and years. We use the same fine cabinet mak- 
ing standards for our present line of filing equipment. 
We have these items ready to ship to you. Write for 
our catalog. 


NEW ENGLAND WOODWORKING COMPANY 
512 EAST 137th STREET ° NEW YORK, N. Y. 


MULTIPLE DRAWER CABINETS 


Full suspension drawer action. 28D x 52H. 6, 7, 8 and 10 
drawer units for 9 x 6, 8 x 5, 6x 4, 5 x 3 cards respectively. 
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Future Secretary 
of America... 


She’s still living in a world that dreams are made of. 


Yet in reality she’s learning to give wings to 

words. Her little, groping fingers are developing 
the skill she'll use in later years . . . the skill 

to put on paper the thoughts, ideas and ideals which, 
sent out into the world, may affect the lives and 
living of men and women everywhere. 


But whether she becomes secretary to the President 
of the United States or to the president of some 
one-man business, her mind and her hands 

will help speed and influence whatever projects 
cross her desk. 


Giving wings to words will be her job and she'll 
do it well. 


For over 40 years Underwood has been “giving 
wings to words.” The phrase describes the feeling 
inspired in secretaries by the speed, simplicity 

and accuracy of their sturdy Underwood Typewriters. 


When new typewriters are again available and 

the time comes for your secretary to suggest 
replacing her old machine, give her an Underwood 
—one that “gives wings to words.” 


Her appreciation will show, daily, in the quality 
of the work she turns out for you. 


r r r 


Our Factory ct Bridgeport, € onnecticut, proudly 


flies the Army-Navy **E,"” awarded for the 


production of precision instruments calling for 


skill and craftsmanship of the highest order. 


Underwood Elliott Fisher Company 


One Park Avenue, New York 16, N. Y 


Makers of Underwood Typ { 


Machi. Adding- 


Figuring Machines and Supplies. 
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